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UNITSJ  STATiS  DfiPARTMENT  OF  AGRICULTuHS 

Pood  Distri"bution  Administration  j 
Wasliin^^iton ,  D.  C. 


U. 


s. 


leor-aaxy  2,  1943 


Director's  Memorand"um  No.  15 
Supplement  #2 


Corjnoditv  Purchase  Announcements,  Offer  Forms,  Contracts,  Orders 
for  Services,  Bonds,  and  Assi^-nments 


The  following  procedures  shall  govern  distri"bution  of  announcements  and 
offer  forms  and  the  clearance  and  handling  of  contracts',  Orders  for 
Services,  bonds,  and  assign;Tients. 

SECTION  I  -  AMOiniCEMENTS  AND  OFFER  FORMS 

1,  Final  copies  of  announcements  issued  oy  the  Gonmodity  Branches  and 
offer  forms  which  v/ill  "be  used  in  connection  v/ith  the  purchases  of 
•commodioies  shall  be  furnished  and  distributed  as  follows: 

•    (a)     Hvio  copies  to  the  Program  Services  Section,  Pro_;rarn  Liaison 
Division,  Washington,  D.  C.' 

(b)  One  co-oy  to  the  Acco-unting  Section,  Fiscal  Division,  Washington, 
D.  C.  " 

(c)  Six  copies  to  the  appropriate  Regional  Fiscal  Division. 
(See  fixhibit  A  for  addresses  of  Regional  Fiscal  Divisions 
and  area  covered  by  these  offices.)     The  correct  Regional 
Fiscal  Division  to  which  the  copies  are  to  be  forwarded  is 
determined  by  the  area  of  purchase. 

ShXTIOII  II  -  COiTTR^.CTS 

1.  Secure  blccks  of  contrax:t  numbers  from  Program  Services  Section. 
(Call  (£xt,  4289,  Room  5316).     It  is  imperative  to  be  aware  constantly 
of  the  need  to  apply  the  proper  contract  symbol  to  the  proper  program 
of  purchase. 

2. '    Establish  record  for  contract  numbers  so  assigned.    This  record  shall 

be  1-cept  in  the  form  of  a  Contract  Register. 

3.  No  later  than  the  day  following  the  date  of  acceptance  of  any  offer, 
(the  con.tract  date)  and  earlier  if  possible,  the  contract  shall  be 
recorded  In  the  Contract  Register. 
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4,  Not  later  than  the  da;;,''  follov/ing;  the  date  of  oxij  acceptances,  or 
amendment  thereto,  six  ditto  co3Jiies  of  the  a"bstract  of  qv.cI\  accept- 
ances in  the  form  previov-sly  prescrioed  shall  "be  transmitted  to  the 
Order,  Transportation  and  Delivery  Unit,  (wr.  Guthrie),  Custody  and 
Disposition  Division  of  the  -'rail  sport  at  ion  a>nd  Warehousing  Branch, 

This  phase  of  the  operation  nust  he  carried  out  promptly,  and  it  is 
of  utmost  importance  to  insure  the  issuance  of  delivery  notices  in 
accordance  with  contract  delivery  terms, 

5,  At  the  same  tine  that  a  ditto  copy  referred  to  in  Paragraph  4  ahove 
is  trcnsmitted,  a  ditto  copy  of  the  abstract  shall  "be  distributed 

as  follo-.'s: 

(a)     Accounting  Section,  Tiscal  Division,  Washington,  D.  C, 

("b)     Program  Services  Section. 

(c)     The  appropriate  Hegicnal  jTiscel  Division. 

6,  Immediately  after  acceptance,  copies  of  all  related  original  documents 
shall  "be  ma^e.     In  case  of  formal  offers  (offers  suoiritted  on  form  pre- 
scri"bed  by  Pood  Distribution  Administration,  Federal  Surplus  Comraodities 
Corporation)  the  acceptance  clause  shall  be  completed  axid  ezecuted, 
''^h.en  the  contract  is  in  the  form  of  a.  telegraphic  offer  and  acceptance, 
tnree  (3)  copies  of  each  incoming  document  relating  to  the  contract 
shall  be  made,    'Vhen  copy  vf^rlz  is  completed,  asseniblr:  all  copies  of  the 
contract  and  distribute  as  follo'.vs; 

(a)  Original  of  complete  contract  including  telegraphic  notice  of 
acceptance  to  Acco^mting  Section,  Piscal  Division,  T'ashington, 
D.  C. 

(b)  One  executed  or  certified  copy  of  the  complete  contract  to  the 
Voucher  Heview  Section  of  the  Regional  PisaaJ.  Division.  (See 
Exhibit  A  for  addresses  of  Regional  Piscal  Jivisions  and  area 
covered  by  these  offices.)     The  correct  Regional  Office  to  which 
the  copy  of  the  contract  is  to  be  forv/axded  is  determined  by  the 
location  of  the  billing  office  specified  by  the  contractor.  If 
billing  office  is  not  specified  by  the  contractor,  address  of 
contractor  will  be  the  controlling  factor. 

(c)  One  complete  copy  to  Accounting  Section  of  the  Regional  Piscal 
Division,     (Until  official  notice  is  received  that  program 
accounting  is  decentralized  this  copy  shall  be  forwarded  to 
Accounting  Section  of  the  R-igional  Piscal  Division,  Room  427, 
42  Broadway,  New  York,  New  York), 


(d)  In  case  of  foraal  offers,  one  executed  copy  sliall  "be  sant  to 
the  v-indor.  There  must  also  "be  sent  to  each  contractor,  re- 
gardless of  ti'-pe  of  contract,  the  followtn^: 

1,  One  copy  "Instructions  to  Vendors"  or  "Instructions  to 
Warehousemen",  as  ioplicahle. 

2,  One  sample  Voucher, 

3,  A  supply  of  Vouchers. 

Any  special  instructions  issued  relative  to  the  particular 
purchas  e . 

( e)  One  copy  retained  for  filing.     (See  Items  7  and  8.) 

A  "lanila  folder  shall  be  prepa-red  for  each  contract,  the  stuh  of  the 
folder  showing  the  follo^ang  information  in  the  order  sho"7n: 

I'Jame  of  Contra^ctor 
Address  of  Contractor 
City  and  State 

Enter  contract  information  on  two  cards,  one  to  "09  filed  alphabetically 
by  Vendor;  the  other  alphabetically  by  coinoodity .    These  files  will  be 
retained  in  the  Commodity  Branch  for  reference  purposes. 

Amendments  to  contracts  and  abstracts  of  a'aendments  shall  be  prepared 
and  distributed  in  the  S'me  manner  as  prescribed  for  contracts.  (See 
Paragraphs  4  and  6  of  this.  Section.) 

Only  documents  which  are  a  part  of  the  contract  shall  be  filed  in  the 
contract  folder. 

The  majcimum  time  that  should  elapse  betv;een  acce'ptance  of  the  contract 
and  completion  of  all  functions  relative  thereto  and  placing-  of  contract 
folder  in  file  is  one  weeh. 

SSCTION  III  -  05DER  FOH  SSIVICES 

Order  for  Services  covering  stenciling,  labeling,  strapping,  bracing, 
serving,  and  other  services  not  specified  in  original  contracts  may  be 
issued  to: 

(a)  ihe  original  contractor  from  whom  the  commodity  wa.s  purchased. 

(b)  Storage  warehouses  having  contracts  v/ith  the  Administration. 

(c)  Ctxiers  having  no  existing;  contracts  vrith  the  Administration, 


Contract  I-Tumber 
Commodity 


Order  for  Services  under  items  (a)  and  ("b)  should  be  distributed  as 
follo^7S^ 

(eO     Orijziilal  to  tlie  Acco'oiitin^  Section,  Fiscal  Division,  irTasliinjton, 
^.  C,  for  attachiaent  to  the  original  contract. 

(b)  One  executed  or  certified  copy  to  the  Hegional  Fiscal  Division 
to  which  the  copy  of  the  contract  has  been  sent, 

(c)  One  cops'-  to  Accomiting  Section  ox  the  Re.;i;ion?J.  Fiscal  Division. 
(Until  official  notice  is  received  that  progri^in  accounting  is 
decentralized,  this  copy  shall  be  fonvarded  to  the  AccovJitin^ 
Section  of  the  Regional  Fiscal  Division,  Hoom  427,  42  SroaxL^^ay, 
Kew  York,  ITew  York.) 

(d)  One  copy  Accountability  Unit,  Custody  and  Disposition  Division, 
Transportation  and  '.Tajrehousing  Branch. 

( e)  '    One  copy  to  the  contractor. 

(f)  One  copy  filed  in  contract  folder. 

Order  for  Services  uader  item  (c)  should  be  distributed  as  above  except 
the  original  and  executed  or  certified  copy  sho^old  be  forwarded  to  the 
Vendor  for  attachment  to  his  claim  before  presenting  to  the  Regional 
Fiscal  Jivision'for  review  and.  certification.     Since  no  contra.ct  is 
involved,  copy  would  not  be  prepared  for  contract  folder. 

All  Orders  for  Services  shoiild  show  Program  Sjnnbol  and  number  and  specify 
Defense  Aid  Allocation  ITumber  if  any, 

3H'CTI02T  17  -  BONDS 

All  acceptances  of  offers  submitted  pursuant  to  aiinouncements  that  pro- 
vide for  the  posting  of  a  s-iorety  bond  are  accepted  sLibject  to  compliance 
with  such  requirement. 

The  "U.  S.  Standard  Form  ITo.  25  (Revised)  Approved  by  the  Secretary  of 
the  Treasvjry"  captioned  "Perforraance  Bond.  (Construction  or  Supply)"  is 
the  prescribed  form  ^vhere  the  nature  of  the  program  is  such  that  there 
shall  be  only  one  contract  vath  any  one  contr<,ctor  for  all  deliveries 
for  the  durdtioh  of  the  program.    Plo'-ever,  if  the  nature  of  the  program 
is  sjch  biiat  there  will  be  more  than  one  contra^ct  with  rny  one  contr:-.ctor 
he  may  prefer  to  siibmit  "U.  S.  Stsaidard  Form  l^To.  35  (Revised)  Approved  by 
the  Secretary  of  Treasury"  captioned  "Annual  Performance  Bond  (Supplies)  , 
in  which  case  the  initial  bond  shall  be  in  an  amount  to  protect  one 
contract. 


The  bonds  are  to  be  filed  in  duplicate  which  shall  be  prepared  in  the 
Commodity  3raj.ich. 

In  preparing  Standard  Forni  25  or  Standard  Forn  35,  the  name  of  the 
principal  (contractor)  should  be  exactl7  as  it  appears  in  the  original 
offer  or  contract,  the  date  of  the  contract  as  established  by  the 
acceptance,  and  a  brief  statement  as  to  the  nature  of  psrf oi'Tnance  "^znder 
the  contract  showing  the  contract  sjTnbols  and  number  (contract  sy.:ibols, 
numbers,  and  date  of  contract  should  not  be  inserted  if  Standard  Form  35 
is  used).    The  amount  of  the  bond  that  is  required  must  be  inserted  in 
the  form  in  v;ords  as  well  ss  in  figures,  but  the  date  of  the  bond  (last 
line,  first  page)   shall  not  be  supplied. 

If  annue-1  bond  is  used, '  the  a'lount  of  such  bond  shall  be  prescribed  in 
the  acceptance  portion  of  the  contra-ct  by  stating  "Included  in  ^jinual 
Bond."    Standa.rd  Form  No,  35  should  not  be  for  ::nore  than  one  fiscal  year. 
A  record  of  ,  annual  bonds  ajid  contracts  applied  thereto  shall  be  maintaine 
by  the  Comriodity  Brajich, 

Three  bond  forms  are  to  be  transmitted  to  the  vendor,  the  original  and 
duplicate  to  be  properly  signed,  witnessed    and,  if  a  corporation,  the 
corporate  seal  affixed  and  the  "Certixicaie  of  Corporate  Principal"  (top 
of  page  two)  to  be  completed  by  the  vendor  and  signed  by  the  Secretary 
or  an  Assistant  Secretary  and  the  corporate  seal  affixed, 

Established  regulations  as  to  the  prepa.ration  and  execution  of  bond  forms 
are  detailed  in  the  instrij.ctions  on  the  bade  page  of  the  bond. 

The  completed  bond  v/hen  returned  by  the  contractor  must  be  car ef •ally 
checked  with  the  contract  for  accuracy  of  cantract  data,  sufficiency  of 
execution  by  the  contractor,  execution  by  a  Surety  Compejiy  approved  by 
the  Treasury  Department  a~nd  checked  against  the  qualifying  power  of  such 
company  as  established  by  "Treasury  Circalar  356  -  Section  of  S-urety 
Bonds"  —  if  in  proper  order,  the  bond  should  be  V:erified  as  to  factual 
data,  form,  and  execution,  by  a- person  ,to  whom  authority'-  ha.s  been. dele- 
gated by  the  Chief  of  the  Comiiodity  Branch  and  the  original  bond  for- 
warded to  the  Accounting  Section,  Fiscal  Division,  Washington,  D.  C, 
The  required  clearance  tlarough  the  Section  of  Surety  Bonds,  Treas^ory 
Department,  will  be  completed  by  .the  Fiscal  Division  and  notification 
of  such  approval  transmitted  to  the  Comnodity  Brimch.    The  Duplicr.te 
Bond  is  to  be  attaxihed  to  the  contract  folder  in  the  Comnodity  Branch. 

Iiihen  the  bond  is  transmitted  to  the  Accounting  S-ection,  Fiscal  Division, 
V/asnington,  'D,.  C.,  a  mamorandum  shall  be  transmitted  to  Order  end  Deli- 
very Unit,  (Mr.  Guthrie)  Custody  and  Disposition  Division,,  Transportation 
and  V.arehousing  Branch,  with  car-bon  copy  to  the  Voucher  Revie^''  Section  of 
the  Hegional  Fiscal  Division  to  which  contr;;ct  has  been  forwarded.     It  is 
sug^^ested  that  Form  FDA-307  (Sxiiibit  B)  attached  be  used.    All  Forms 
referred  to  in  this  mamorandum  are  available  from  the  A^ninistrative  • 
Services  Division,  Washington. 
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7.  Should  required  ajproval  for  exvj  reS-son  be  witlilield,  tae  fiscal 
Division  v;ill  iiirnediat sly  notify  the  Commodity  Branch  which  is  then 
required  to  notify  the  Regional  Fiscal  Division  to  which  the  copy 
of  the  contr^^t  has  heen  forv/arded  to  ^vithliold  certification  of 
claims  in  the  smount  of  the  "bond.    After  bond  has  been  approved,  the 
Fiscal  Division  will  notify  the  Cor.rnodity  Branch  the.t  bond  has  been 
approved,  and  the  CoTEiodity  -Branch  v;ill  notify  the  Re-^iohal  Fiscal 
Division  Office  to  release  claims  if  otherv/ise  correct. 

8.  Inquiry  forr.is  and  correspondence  from  Bonding  Companies  for  da.ta  as 
to  status  of  their  liability  or  of  the  contracts  covered  by  their 
bonds  axe  to  be  routed  to  and  cleared  by  the  appropriate  Commodity 
SrrncK.    Notices  of  the  completion  of  contracts  will  be  routed  to 
the  appropriate  Commodity  Branch  by  the  Accoa:ita,bility  Section, 
Custody  and  Disposition  Division  of  the  Transportation  and  v/arehousing 
Branch,  and  it  is  the  responsibility  of  the  Commodity  Branch  to  check 
and  to  conform  such  notices  to  the  contracts  before  filing  if  there  is 
no  bond  or  before  notifying  the  bonding  company  if  a.  bond  ''vas  posted. 

If  the  contra.ct  has  been  completed,   the  contractor  is  to  be  advised  by 
letter  as  shovm  in  attachment  hereto,  Forms  FDA-308  or  FDA -309 
(Exhibit  C)  ;  a  copy  is  to  be  forwarded  to  the  surety  company  on  the  bond. 
It  is  not  the  practice  of  this  Ac'aninistra.tion  to  complete  any  inquiry 
forms  submitted  by  Bonding  Companies.    All  correspondence  ^ith  bonding 
compan.ies  should  avoid  any  reference  to  "release  of  liability,"  as 
adequate  a^uthority  to  release  a  surety  on  a.  bond  in  favor  of  the  United 
States  does  not  exist, 

9.  Certified  check  in  lieu  of  bond,  if  used,  shall  be  mad.e  pa;^''able  to  the 
"Treastirer  of  the  United  States,  FDA"  on  adl  programs  except  the  CCP 
under  which  program  checks  should  be  made  payable  to  the  "Federal 
Surplus  Comr.iodities  Cor;ooraotion  (/gent  for  CCC)".    Regardless  of  the 
prograjn,  checks  shall  be  forwarded  03^  the  Contractor  by  registered 
mail  to  the  "Chief,  Fiscal  Division".    The  Accounting  Section,  Fiscal 

'  Division,  V/ashington,  D.  C.  shall  then  notify  the  Commodity  Branch, 
that  such  check  has  been  received.    The  Cor.imodity  Branch  shall  notify 
the  Voucher  Review  Section  of  the  Regional  Fiscal  Division  to  v;hich 
the  contraxit  has  been  forwarded  that  certified  check  in  lieu  of  bond 
stating  the  araount  has  been  received. 

l^otices  of  completion  of  contracts  will  be  routed  to  the  appropriate 
Conr-iodity  Brajich  by  the  Accoimtaob ility  Section,  Custod^'-  and  Disposition 
Division  of  the  Transportation  and  Warehousing  Branch,  and  it  is  tae 
responsibility  of  the  Commodity  Branch  to  notify  the  Accounting  Section, 
Fiscal  Division,  V.'e.shington,  D.  C.  in  order  that  cash  in  lieu  of  bond 
ma^'^  be  refunded  to  the  contractor. 


SECTION  7  -  ASSI&MiilTTS 


The  "Assijnne:it  of  Clfdms  Act  of  1940"  extends  to  Vendors  the  privilese 
of  assigning  to  3anks  or  Fin?ncial  Institutions  payments  due  or  to  "become 
due  under  all  types  of  contr?^ts  of  the  Food  DistrilDution  Administration. 

This  procedure  is  accom-olished  "by  the  filing  of  "iTotice  of  Assign:?.ent" 
Form  FDA-310  (libdiibit  d)  and  "Instrument  of  AssignmenfForm  FDA-311 
(  fixliibit  £)  ,    The  required  steps,  to  effect  such  assignment    are  fully  • 
covered  in  the  printed  instruction  on  the  reverse  side  of  the  ITotice  of 
Assignment. 

The  Act  does  not  permit  partial  assignments  or  more  than  one  assignment 
and  provides  for  acceptance  on  three  copies  of  the  notice. 

The  Assignee  should  submit  the  ITotice  of  Assignment  in  quintuplicate  and 
the  Instrument  of  Assignment  in  duplicate.    Upon  receipt  of  ITotice  of  As- 
signment and  Instrument  of  Assignment,  the  records  are  to  "be  checked  as 
to  prior  assignment.    The  data  shown  on  the  a-ssignment  and  the  notice  is 
to  "be  reconciled  with  the  contract,  particular  attention  directed  to  the 
(l)  iTame  of  Vendor  (s)  Contract  ITumher  (s)  Details  of  Contract  (4)  Date 
of  Contract  (5)  Signature  of  Assignee.    The  Instrument  of  Assignm,ent  is 
to  be  reviewed  for  sufficiency  and  execution  and  for  adequate  description 
of  the  contract  v/hich  should  definitely  identify  the  contract.    The  manner 
and  method  of  execution  "by. the  vendor  must  "be  carefully  checked  to  assure 
that  such  execution  is  proper,  correct,  and  legal,  and  that  the  Instru- 
ment of  Assignment  as  a  whole  is  adequate  for  the  purxDOses  for  which  it 
was  given  and  conforms  to  the  provisions  of  the. Act.    Ambiguous  clauses, 
phjrases,  or  conditions  are  to  receive  the  most  careful  considsration  to 
establish,  beyond  any  reasonable  doubt,  that  no  obligation,  provision, 
or  condition  is  imposed  on  the  Administra,tion  not  contemplated  by  the 
Act.    Administrative  regulations  do  not  sanction   an  Instrument  of  As- 
signment and/or  notice  of  more  t'nan  one  contract  in  each  set  of  forms. 

Upon  reconciling  the  Notice  and  Instruraent  "of  A.ssignaent  with  the  records, 
the  original  and  foTir  (4)  copies  of  the  Notice  of  Assignment  Bxe  completed 
as  to  receipt  and  dated  the  day  they  are  signed  by  the  person  to  whom  au- 
thority has  been  delegated  by  the  Chief  of  the  Commodity  Branch.    The  hour 
of  acceptance  should  be  siiown  as  4:00  pi.M.-  to  conform  to  the  practice 
previously  established.    The  original -Notice  and  the  accompanying  Instru- 
ment   of  Assignment  are  retained  for  the  contract  file. 

Three  of  the  accepted  copies  of  the  Notice  of  Assignment  are  forwarded  to 
the  assignee  by  letter  of  transmittal-.  Form  FrA-312  (iSrhi-bit  j)  and  a 
carbon  of  such  transmittal  letter  is  forwarded  to  the  contractor.  The 
second  carbon  is  for  the  file. 
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7.  A  completed  copy  of  the  ITotice  and  a  copy  of  the  Instruinent  of  Assign- 
ment s-re  to  "be  forwarded  to  Accounting  Section,  of  the  Fiscal  i3ivision, 
liVashington,  the  seme  day  that  the  notices  are  released  to  the  assignee 
"by  raemorand-am  Form  FDA-313,  (Sxhihit  G)  indicating  the  contract  numher, 
name  and  acLdress  of  the  contractor,  name  and  ad-dress  of  the  assignee 

and  the  coinmodity  involved.  A  carhon  c  opy  of  this  nemorand\jan  should  he  * 
provided  and  forv/arded  to  the  Voucher  Review  Section  of  the  Regional 
FiscaJ.  JJivision  to  which  contract  was  forwarded.    The  ITotice  of  As- 
signment and  Instrument  of  Assignment  foi*warded  to  the  Fiscal  Division, 
Vila.shington,  should  he  either  a.  duplicate  original  of  eejch  or  a  true 
copy  signed  "by  a  responsible  person  in  the  Commodity  Branch.     It  is  im- 
perative that  the  Fiscal  Division  he  furnished vdth  its  copies  of  i'otice 
and  Assigmaent  not  later  than  the  day  following  the  reles-se  of  the  ac- 
cepted notices  to  the  assignee  (Bank). 

8.  The  date  of  the  assignment  should,  of  co-urse,  he  subsequent  to  the  date 
of  the  contract  itself  and  he  not  later  than  the  date  of  the  notice  from 
the  assignee, 

9.  Instruments  of  Assignment  that  have  heen  altered  hy  erasure,  strilieover, 
or  in  any  other  manner  are  not  acceptahle  unless  such  changes  are  initial- 
ed hy  the  signers  of  the  instrument.    I>Iinor  errors  in  the  notice  do  not 
invalidate  such  notice  hut  may  he  adjusted  hy  corrections  (preferably  in 
red)  to  indicate  errors.     (A  difference  of  one  or  two  days  in  the  stated 
date  of  the  contract  may  he  so  handled.)     Errors  in  name  of  vendor,  con- 
tract numher,  or  name  of  assignee  are  considered  of  major  importance,  and 
new  and  correct  Notices  or  Instruments  of  Assignments  should  he  procured 
from  the  Assignee. 

10.  The  Commodity  Branch  will  notify  the  proper  Voucher  Review  Section  of  the 
Regional  Fiscal  Division  (hy  wire)  immediately  upon  receipt  of  notices, 
whether  in  correct  or  proper  form  or  incorrect,  insufficient  or  improperly 
executed  either  hy  contractor  or  assignee.     Such  notice  will  enaJble  the 
Voucher  Review  Section  of  the  RegionaJ.  Fiscal  Division  to  adjust  its 
records  as  to  pending  or  future  vouchers, 

11.  Notwithstanding  the  advice  hy  v/ire  to  the  Voucher  Review  Section  of  the 
Regional  Fiscal  Division  of  the  receipt  of  a  notice,  the  Commodity  Branch 
should  notify  hy  letter  any  action  talcen  on  notices  which  are  not  accepted 
or  on  which  action  is  deferred  pending  receipt  of  corrected  notice  or 
proper  Instrument  of  Assignment.    Where  the  assignee  provides  only  four 
copies  of  the  llotice  of  Assignment  and  one  Instrument  of  Assignment,  the 
Commodity  Branch  is  required  to  malce  the  additional  copies  which  ao'e 
routed  to  the  Accounting  Section  of  the  Fiscal  Division.  Washington,  certi- 
fying to  the  correctness  of  each  in  thejueual  manner. 
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■jiXaiBIT  A 


ADDRESSES  C?  EHJIOlT/i  FISCAL  DIVISION  OFFICSS 
AllD  AILEA  COTERSD 


ITortliesist  Hegion 
D.  P.  Sage 

Acting  Chief,  Fiscal  Division  .  " 

Food  Distribution  Administration 
42  Broadway,  Rooa  427 
Hew  York,  He^  York 

Maine,  New  Eampshire,  Verinont,  Massachusetts,  Rhode  Island,  Connecticut, 
Uew  York,  Pennsylvania,  New  Jersey,  Dela-vare,  Maryland,  West  Virginia, 

Southern  Region 

Y/,  Ellis  Jones 

Chief,  Pisc.-l  Division 

Pood  Distri'jution  Administration 

Western  Union.  Building 

Corner  Marietta  &  Forsyth  Streets  -   >'  ' 

Atlanta,  Georgia 

Virginia,  Kentucky,  North  Carolina,  Tennessee,  South  Carolina,  Georgia, 
Alaosma,  ^iinsissippi,  Florida, 

Great  La.: is  Region 

J,  W.  Harvey,  Jr. 

Chief,  Fiscal  Division 

Food  Distribution  Ad.'ninistration 

5  South  Y/ abash  Avenue,  Room  1707 

Chicago,  Illinois 

Michigan,  Wisconsin,  Ohio,  Indiana,  Illinois, 

Midwest  Region 

J.   iaxl  Wi,.;nall 

Chief,  3'isc£l  Division 

Food  Distribution  Administration 

305  Old  Colony  Building 

Des  lioines,  Iowa 

Ilinnesota,  North  Dalcota,  South  DaJcota,  Iowa,  Nebraska,  Hissouri,  Kansas. 


-  2  - 


Southwest  Be£;ion 

C,  D,  Johanson 

Chief,  Piscal  Division 

Food  Distri'ou.tion  Adniinistration 

570  U.  S.  Teraiiial  Annex 

Dallas,  Texas 

Arkansas,  Olrlahom?-,  Louisiana,  Texas, 

Roclcy  Mountain  Region 

Frank  J,  Devine 

Chief,  Fiscal  Division 

Food  Distribution  Administration 

301  Burns  Vault  Building 

1536  ¥elton  Street 

Denver,  Colorado 

Montana,  V-'oming,  Idaho,  Colorado,  Utah,  Hew  Mexico, 

Pacific  Region 

Henry  C,  Soito 

Chief,  Fiscal  Division 

Food  Distrihution  Adninistration 

519  Pacific  Bxiilding 

821  llarkct  Street 

Sn,n  Francisco,  California 

^fashiiLgton,  Oregon,  Nevada,  California,  Arizona, 
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70W  ?Di  -507 


Ui\ITSD  STA13S  IaPAR^^Gi■IT  OF  AC-FJCULTUBE 
rood  Distribution  Adnir.istratiorL 
^fashinrton,  D.  C. 
1T0TIC3  OF  ISC3IPT  Ai-ID  CL3APJJ}"CI]  OF  SOlsTD 


'To:  Chief,  Order,  Tr^'Jisportiation  and  Delivorv 

Unit,  Custody  and  Disposition  Division  - 
transportation  and  Warehousing  Branch 

Fron: 

Subject:     Contract  No. 

Comodit": 
Contractor: 


Bond  in  the  <?-no'!:Lnt  of  $ 
v/ith  the 


rea'-ired  ijiider  the  terns  of  the  suojcct  contract  has  "been 
received  and  cleared  "bv  this  Branch. 


Vouchor  Ecviow  Section,  Eoc':ional  Fiscal  Division 
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V 


?0E:.I  ZDA  -  308 


EXHIBIT  C 


irtl1!I12'  STAT3S  IEPxJl7.e!-TT  0?  ACrr.I CULTUES 
?ood  Distribution  Adr.zir.istration 
Wr.shir.gton,  D.  C. 

1-T0TIG3  01  C0IvI?L32I0:T  OJ  COiTTILiC? 
(Tot  PirrchasG  or  Processing  Contrr.cts) 


Rof>3r ?::c3  is  nada  to  Contract  and  Supporting  Bond  as  ioliov;s: 

Contract  2^u-ibcr: 
Bond  Ano'xit: 
Date  Sxccutcd: 
Prinicipal: 
S^orotj^: 

Ihoro  is  no  law  authorizing  e.rrj  Podcral  Official  to  rolicvo 
signatories  iron  lia"bilitv  on  this  class  of  "bond.    You  arc 
advised,  ho\i;Gvor,  that  according  to  the  records  of  this 
office  the  ahovo  contract  has  heen  conpleted, 

The  Surety  will  he  advised  D^'  a  signed  copy  of  this  letter, 

Yery  truly  ^-cors, 
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FOE.:  T  '  -  Z09  C 

UNITSD  S!EA.TSS  BSPi^RTKS^TT  OF  AGRICtJLTUES 
Food  Distribution  Adniinistration 
Washin>;;ton,  D.  C, 

NOTICE  OF  COHPLSTION  OF  COITTH/iCT 
(For  Storr.go  Gontrr.cts) 


Rsf orcrxG  is  made  to  Contract  and  Supporting  Bond  as 
follo'.vs: 

Contract  Nunbcr: 
Bond  Anount: 
Dato  S:cecuted; 
Prii-.icipal; 
Surot:;; 

Thoro  is  no  lav;  authorising  any  Federal  Official  to  relieve 
signatories  fron  lia^bility  on  this  class  of  Bond.    You  are 
advised,  however,  that  the  final  shipment  r>ut  of  storage  was 
nade  on  or  "before  ,  and  that  after 

Go.id  date  no  commodities  have  "boon  or  vdll  be  forv-tT-rded  or 
consigned  to  irowc  v/arehousc  for  storage  under  the  Contract 
cov.Tred  Tjv^  this  Bond, 

The  Surety \will  "be  advised  "by  a  signed  copy  of  this  letter. 

Vorj'-  truly  yours, 
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1 


Form  JDA-310 


U17ITED  ST-AIES-  DEPARTMSKT  OF  AJHICULTURE 
Food  DistrilD-ation  Administration 


l^CTICE  pF  ASSIS«1/.ENT 
(Before  filling  out  this  notice,  read  carefully  instructions  on  reverse  side.) 


Date 


11-20-42 


TO 


Purchase  Rej^reseiitative  -  FSCC  ; 

Food  Distri'Dution  Adrainistration 
Washington,  D.  C. 


He  Contract  l^umter      FSC(?)  -1234 
Made  "by  the  United  States  of  America 

 ^Departinent 


A^;ri  culture 


Division 


with     First  Food  Gompany 


(I'ame  of  Contractor) 
Baltimore,  Md.   


(Address  of  ContractorJ" 
for      Meat  Products 


dated    ITovem"ber  19.  1942 


PLEASE  TAKfi  ITOTICE  that  moneys  due  or  to  oecome  due  under  the 'contract 
descrioed  above  have  been  assigned  to  the  undersigned  pursuant  to  the  provisions  of 
the  Assignnent  of  Clainis  Act  of  1940  (Public  ITo.  811,  76th  Congress),  approved 
October  9,  1940. 

A  true  copy  of  the  instrument  of  assignment  is  attached  hereto.. 
Payment  due  or  to  become  due  under  such  contraxit  should  he  made  to  the 

assignee. 

Please  return        the  undersigned  three  of  the  enclosed  copies  of  this  no- 
tice with  appropriate  notations  showing  the  date  and  hour  of  receipt  and  duly 
signed  by  the  person  acknowledging  receipt  on  behalf  of  the  addressee. 

Very  truly  yours, 

Maryland  Hationg,!  Bank  of  Baltimore 
(Name  of  Assignee/ 

•  •  By     Robert  Brown.  Cashier  

(Name  and  title  of  signing  officer 

Baltimore,  Maryland  

(Address  of  Assignee) 

Heceipt  is  hereby  ackn.owl edged  of  the  above  notice  and  a  copy  of  the  ahove 

mentioned  instrument  of  assignment.    These  were  received  at  4   a^,.,  on 

,  IS  42. 


(Da.te) 


p.  m. 


Purchase  Representative 
on  behalf  of     Food  Distribution  Administration 


Washington,  D.  C , 
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(Name  and  title  of  addressee  of  notice) 


I1TSTRUC3^I.^'S 


To  facilitate  promx^t  acldiov/ledgBent  and  to  avoid  delay,  inconvenience,  and 
possible  ii'■lp^dr!llent  of  the  validity  of  assi^/nraents,  tliese  instructions  should  "be 
follovjed  carefully. 


1.  Under  the  terms  of  the  Assi;;^nraent  of  Clains  Act  of  1940,  v^ritten  no- 
tice of  each  assignment  of  moneys  due  or  to  "become  due  from  the  United  States  or 
from  any  agency  or  department  thereof,  together  with  a  true  copy  of  the  instrument 
of  assignment  must  he  filed  with: 

(a)     the  G-eneral  Accounting  Office. 

(o)     the  contracting  officer  or  the  head  of  his  department  or  agency. 

(c)     the  ST-u-ety  or  sureties  upon  the  "bond  or  "bonds  (if  any)  in  con- 
nection with  such-contracts. 

2.  All  blanks  must  "be  carefully  filled  in  and  the  original  and 
four  copies  should  be  forwarded  to  each  of  the  parties  vrith  v/hom  notice  is  re- 
quired to  be  filed. 

3.  The  addressee  will  aciaiowl edge  receipt  of  the  notice  on  three  of 
the  copies  and  return  them  to  the  assignee* 

4.  One  copy  of  each  such  receipted  notice  sho'old  be  retained  by  the 
assignee  for  his  dvm  records  and  the  other  two  copies  are  to  be  attached  to  t"-"-o 
first  invoice.,  voucher,  or  other  similar  document  submitted  for  pajTiieiit, 

5.  It  will  not  "be  necessary  to  forward  additional  copies  of  such 
receipt  with  requests  for  further  pa^naents,  because  the  first  copies  will  be  duly 
recorded  in  the  appropriate  offices  of  the  Government, 

6.  To  the  original  (but  not  the  copies)  of  each  notice  of  assign- 
ment, there  should  be  atta.ched  two  true  copies  of  the  instrument  of  assignjnent. 
This  may  consist  of  (a)  tv;o  duplicate  originals  containing  all  the  signatures, 
Seals,  acknowledgments,  etc.,  which^pear  on  the  original,  (b)  two  complete  photo- 
static copies  of  the  original,  or  (c)  two  certified  copies  of  the  original,  pro- 

.vided  that  such  copy  is  accurate  and  complete  in  all  respects,  including  sig- 
natures, seals,  aclcnowledgments ,   etc.,  which  uzy  be  tjrpewritten,  provided  that  a 
certificate  to  the  effect  that  it  is  a  true  copy  be  executed  by  a  notary  public 
or  other  officer  authorized  by  law  to  issue  such  certificates. 


rn  rDA-311  UNITED  STATES  DEPARTMSITT  OF  iGSICULTUHE 

rood  Distrib-ation  Administration  TXHIBIT 

HJSEajHETT  OF  ASSIGrillCLJT 


CONTEACT  lJUiSERED   FSC(F)  -1254  ^DATSD  11-19-42. 


IQJOW  ALL        BY  TSSSE  PRESEiTS,  tiiat 
I  (we)  FIRST  FOOD  COIiPAlJY    EALTII.-I055  jvH)., 


tliis  21st  daj/  of       ITovga'Per  1942, 


for  value  received,  and  in  accordance  with  the  provisions  of  the  Act,- 
Public  No.  811,  76th  Congress,  Third  Session,  approved  Octooer.9,  1940, 
knovm  as  the  Assi^rjnent  of  Claims  Act  of  1940,  so  hereoj  assi.in  to  the 

IvLAHYLAITD  UATIOlTai  BA^^IK  OF  BALTIIaOHE  LID. 


of  BALTIMORE  MARYLjilD  

all  right,  title  and  interest,  to  all  nonets  no'.v  due,  or  to  "become  due 
from  the  United  States  or  from  any  agency  or  department  thereof,  --ander 

Contract  ITo.       FSC(F)   -1254  dated  11-19-42  ^ 

I  (we)  further  stipulate  that  no  previous  assignment  has  been 
made  and  a~ree  that  no  additional  assignments  will  be  made  ijnder  this 
contract;  that  payments  thereunder  will  be  made  by  checks  dra\^  to  the 
order  of  the  assignee. 


Contractor      FIRST  FOOD  COivIPAirf 


JOEIT  DOS 


Attest: 


PRESIDSMT 


.  1  oi  8 


PJ  CHARD  ROE 
(Secretary) 


(Affix  Corporate  Seal) 


FOmi  iTA  -  312 


SXEIHT  r 


miT^L  s"2a:ss  2epapti.ieiv]:  oi  aghicultuig 

Food  Distribution  Administra.tion 
Vp.sliington,  D.  C. 

E3C3IPT        APPFlOVJIL  OF  ASSIGKEOTT 

L'ovem"bcr  24,  1942, 


BANK 


C-entl3!tien: 

SulD.ject:      Assigrmont  of  Cla5.m 

Contract  I'o.  FSG(F)-1234 
Contractor:         FIRST  FOOD  COLIPAITY 

Address:  BALTIM0H3,  I£D, 

Commodity:  M3AT  PEODUCTS 

This  will  acknowlodgo  receipt  of  "Fotico  of  Asnignment"  and 
"Instrxmi;2nt  of  Assignment",  assigning  to  j^ou  all  uonej-s  due 
or  to  "bGcomo  due  undor  the  subject  contract. 

ThroG  copies  of  tho  "ITotice  of  AssignniGnt"  have  been  accepted 
and  arc  returned  herewith.    Tv/o  copies  sho'old  bo  forvm-rded 
to  the  assignor  to  be  att?-ched  to  the  first  voucher  submitted 
in  claim  for  payment  ijnder  the  contract. 

ThG  assignee  should  be  n::^jiied  as  pavoe  o,t  the  top  of  the  voucher 
form  and  the  certificate  of  vendor  sho'old  be  executed  by  the 
contractor. 


Yery  Truly  yours, 


cc:  Contractor 
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lOIQi  FDA  -  513 


EXHIBIT  G 


UNITED  ST^ITES  EEPAHTMSIIT  OE  AGRICULTUEE 
Food  Distribution  Administration 
Washington,  D.  C. 

TILINSUTTAL  pF  ASSIC-E.SKT 

I\'ovGinT3or  24,  IS 42. 


To: 

Fiscal  Division,  Washington,  D,  0. 

From: 

Sul)jcct:    Assignment  of  Claim 

Contract  No.:  FSC(F)-1234 

Contractor  :  FIEST  FOOD  COLIPiils'Y 

Address:  SALTIHOES ,  rID. 

Assignee:  MilEYLAlTD  mTIOImL  B^xliK  OF  BALTIIIOEE 

Address:  BUTIxIOEE,  I.E. 

Coranodit:/  :  !-.3AT  PRODUCTS 

There  arc  forwarded  herev/ith  copies  of  "Aotico  of  Assigrjiient" 
and  "Instrtunent  of  Assignment"  imder  the  aoove-nentioned 
contract , 

Kindly  acknowledge  receipt  on  the  carlDon  cop;"  of  this  mono- 
ro,ndij~i. 


CC:    Voucher  Review  Section,  Regional  Fiscal  Division 
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Director's  Momorandmn  No.  15,  SupplGmont  "5"  is  hcre'by  ronmlDcrod  So 


Dir3ctor's  i'lcmorandum  No.  15,  Sup}3lomcnt  "5"  is  horoty  roxOTnlDercd  No 


Diroctor's  I'^'cmorand-ura  No.  15,  Supplement  "5"  is  hcrelD;'-  renujnTDOrod  No 


Director's  JvIomorandiJin  No.  15,  Supplomont  "5"  is  horoty  remmlDorcd  No 


Director's  liemorandum  No.  15,  Supplement  "5"  is  hereliy  renumbered  No 


WTIT3D  STATES  DEPAHTMEl.^  OF  AGIICULTUEE 
Food  Distribution  Administration 
T7ashington  25,  D.  C. 


August  24.  ISAS'^^f^trjit^ 


DIRECTOR'S  MaiORAlTDUII  NO.  15 
Supplement  2 
Amendment  1 


p 

Clearg-nce  of  Announcements  and  Offer  and  Contract  Forms 

The  commodity  "branches  are  responsible  for  the  review  previously  performed, 
by  the  Program  Services  Division  to  ascertp.in  that  announcements  and  offer 
forms  and  other  contract  forms:  (a)  are  set  up  in  accordance  vrith  established 
format;  (b)  are  in  compliance  with  the  requisite  fiscal  conditions;   (c)  are 
legally  sufficient. 

In  accordance  with  Director's  Memorandum  Ho.  61,  prior  fiscal  approval  for 
proposed  procurement  programs  shall  be  obtained  from  the  Budget  Division 
and  the  Finance  and  Accounts  Division  through  Assistant  Deputy  Director, 
S.  R.  ITewell,    The  commodity  branches  shall  also  look  to  these  Divisions 
for  advice  concerning  established  fiscal  procedures  and  compliance  ^^-ith  other 
requisite  fiscal  conditions. 

The  commodity  branches  shall  contact  the  Solicitor' s  Office  directly  for 
legal  clearance  by  the  Solicitor  of  announcements  and  offer  and  other  contract 
forms,  and  in  obtainin;;;  legal  co\insel  for  other  phases  of  the  procurement  pro- 
grams.   The  Solicitor's  Office  should  be  contacted  as  early  as  possible  in 
the  development  of  a  procurement  proposal  —  such  as  an  announcement  or  offer 
form  —  and  then  when  such  proposal  is  ready  for  formal  clearance,  it  should 
be  submitted  far  enough  in  advance  to  permit  adequate  review.    By  contacting 
the  Solicitor's  Office  early  in  the  development  of  the  proposal,  the  time 
required  for  revier  can  be  reduced  to  a  minimum.     The  Solicitor's  Office  has 
agreed  to  give  imnediate  attention  to  all  requests  for  clearance, 

Cominodity  branches  are  to  contact  Mr.  George  Cooper,  Room  1328,  Extension 
5552,  and  he  v/ill  obtain  the  necessary  clearance  through  the  Solicitor's 
Office,     If  Mr.  Cooper  is  not  available  at  any  moment,  contact  should  then 
be  made  «'ith  Mr.  Cha.rles  Hutting,  Chief,  General  Food  Distribution  and 
Procurement  Division,  Room  1018,  Extension  4631, 


Director 

IFDEX  EiTTRIES 

Procurement:  Announcements  and  Offer  and  Contract  F»rms,  clearance  of 
Announcements  and  Offer  and  Contract  Forms,  clearance  of  (See  Also 

Procurement) 
P-895 


UNITED  STATES  DHPARIl^^IT  OJ  AGRIC7JLTUKS 
Food  Distrioution  Afeinintration 
Vashin.:;ton ,  D.  C. 


P' 


FelDroary  11,  1943 .°' 'W/i,^,/,, 


DIR?JCTOF.'S  Mrj:03AITIXl'I  170..  15 


Supplement  3 


ppsif^natio of  Field  Pur cha^e  Represent ati v^es 


Memorandum  ITo.  15  assigned  to  Regiona,!  Administrators  the  respon- 
sibility for  conducting  Section  32  purcha.se  prograjns  and  for  ca.r- 
r/ing  otit  promptly  pjid  efficiently  instn.ictions  ajid  -policies  of  the 
Director  and  his  deputies,   incltiding  the  chiefs  of  hrajiches  and 
administrative  divisions.     The  assignr.ont  of  such  responsihility 
to  Regional  Adriinistrators  carrios  vdth  it  the  authority  to  re- 
delegate  to  any  of  their  personnel  sxich  authority  as  may  "be  re- 
quired to  effectuate  their  operations.    Accordingly,  Regional 
AcLiinistrators  are  to  issue  such  authorities  and  to  a,rrange  for 
their  termination  as  necessary. 

In  order  to  avoid  any  conflict,  all  designations  of  Purchase  Rep- 
resentatives heretofore  issued  oy  me  or  "by  m.y  deputies  are  herehy 
cancelled  as  of  March  1,  1943. 


Director 
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UNITED  STATES  I]fcPAETl.GNT  OF  AGRICtJLTIIRE 
Food  Distribution  Administration 
^ashin^ton,  ii,  C* 

March  11,  1943 

DIRSCTOH'S  miOEAlTDm'I  NO.  15  L  1  B  R'  A  R  Y 

K  B  C  E  I  V  JS  D 

Supplement  4  ,   UARlS  t943 

Assignment  of  Duties  and  Responsibilities  in  FDA  for  Ftfj^iCteyatiwent of AgrkuHur^ 

purchase  and  IrTOortation  Activities 

Purpose  -  The  purpose  of  -this  nemorandum  is  to  pssijc^n  duties  end  respon- 
sibilities for  carrying  out  forei^^n  pxirchase  and  import  activities  in 
the  Food  Distrihiition  Administ ration  insofar  as  they  relf  te  to  (a)  the 
Departnent  Committee  on  Foreign  Piirchase  and  Import^ition  and  the  Oor^>- 
nioditj''  Credity  Corporation  and  (h)  War  Production  3oa,rd  Order  1,1-53. 

Definition  of  Terms  -  1,    Department  Committee  on  Forei^^n  Purchase  and 

Imfjortation  -  hereafter  referred  to  as  the 
Department  Comriiit'tee, 

2,    FDA  Subcommittee  on  Foreign  Purcioase  and 
Importation  -  hereafter  referred  to  as  the 
FDA  Subcommittee, 


I,    Duties  and  Responsibilities  for  Over~All  FDA  Foreign  Purchase  and 
Importation  Activities. 

A,    FDA  Subconnittee  on  Foreign  Purchase  and  In-portation 

Membership ;    There  is  'lereby  established  an  FDA  Subco5n:nittee  on 
Foreign  Purchase  and  I:iporta;tion  consisting  of  the  Assistant 
Deputy  Director  on  Procurement,  the  Assistant  Deputy  Director 
to  Deputy  Director  Kitchen,  the  Chief  of  Requirements  and  Allo- 
cations Control,' and  the  chiefs  of  the  following  branches: 
Sufar,  Special  Con?.iodities ,  and  Fats  and  Oils.     The  Assistant 
Deputy  Director  on  Procurement  is  to  serve  as  Chairman  of  the 
Cozmittee,  A  representative  of  Reauirements  and  Allocations  Control 
is  to  act  as  Executive  Secretary, 

Functions;    1,    The  primary  responsibility  of  the  FDA  Subcom- 
mittee is  to  assist  the  director,  or  his  -^Iterna.te,  in  carrying 
out  his  responsibilities  as  a  member  of  the  Department  Committee. 
In  perfoiTTiing  this  function,  the  FDA  Subcommittee  is  to  serve 
as  the  focal  point  in  FDA  for  the  formulation  of  recon.w.endar- 
tions  to  the  Director,  or  alternate  representative,  for  trans- 
"littal  to  the  Department  Coram.it tee  on: 


(a)  kinds  and  amoimts  of  ir-.ported  materials  to  be  acquired; 
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(To)     sources  of  foreign  supplies  to  "oe  ecnuired; 

(c)  specified  periods  in  ^/nich  materials  sv  to  "be 
imported;  ....   

(d)  prices  or  price  ranges  to  'be  paid; 

(e)  specifications,  tj'pes,  and  grades  of  goods  to  "be 
imported; 

p3.cka<g;in5;;  instructions; 

sHippi-ng- ins tihict ions,  including  point  of  destina- 
tion;   -  ■  -  -  ,  ;  : 

(h)  recomraendations  as  to  whether  the  conunodity  is  to 
"be  procured  through  loulilic  or  private  importation; 

(i)  disTJOsition  of  iniported  foods, 

2,    A  further  responsilDility  of  the  su"b  commit  tee  sliall  lie  to 
deteriiune  over-all  policy  and  to  pass  on  all  "basic  prograjns 
in  connection  with  the  a'.dnini  strati  on  of  General  Imports 
Order  M-53,  insofar  as  importation  for  the  account  of  pri- 
vate import  organiz actions  is  concerned.     In  performing  this 
fv.nction  the  coimittee  is  to  decide ,  ■"whether  or  not  private 
importation  of  fipecified  commodities  is  to  oe  recommended, 
and  to  determine  the  Do,sic  program  under  which  the  importa- 
tion s.iall  proceed.    The  Assistant  Deputy  Director  on  pro- 
curement shall  serve  as  the  medium  for  transmitting  a,ll  such 
policy  rnd  program  matters  to  the  FDA  Suhcommittee  for  action. 


3.    The  aubcoomittee  shall  serve  as. the  sole  medium  in  PDA 
for  channeling  material  to  FDA  representatives  on  the  Depart- 
rnent  Committee,    All  material  to  be  submitted' to  the  Department 
Coim-jittee  mtist  clear  through  the  suh committee  "before  being 
transmitted,-'   The  su"bcommi ttee  in  turn  ^/ill  trajismit  to  the 
s-?P^opriate  commodity  "branches,  the  Program  Liaison  Division, 
and  the  Transportation  and  Y/arehousing  Branch  decisions  reac'ned 
"by  the  Depr.rtment  Committee  and  keep  them  informed  as  to  all 
these  matters,  • 

B,  Assir.tant  Deputy  Director  on  Procurement 

As  ■  Chairman  of  the  PDA  Su.'bcoramittee ,  the  Assistant  Deputy  Di- 
rector on  Procuremeiit  will  coordinate  the  activities  of  tne 
su"bcomraittee  and  'ise  the  suhcommittee  for  assistance  in  com- 
piling recomm.endations  to  he  made  to  the  Director  or  to  the 
-alternate    representative  on  the  Department  Committee,  The 
Assistant  Deputy  Director  is  to  keep  other  su."b  commit  tee  mem- 
-   hers,  the  comraodity  branches,  the  program  Liaison  Division, 
and  tiie  Transportation  and  Warehousing  Brancr.  currently  in- 
formed of  matters  of  interest  to  them  '.vhich  are  discussed 
rnd  acted  upon  by  the  Department  Ooraiaittee,    Ke  shall  also  be 
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free  to  call  upon  other  nieraters  of  the  su^bcomnittee  or  -u/oon 
representatives  of  the  "branches  snd  divisions  for  assist'-'nce 
in  preparing  or  presenting  FDA  recomnendations  at  the  De~ 
pprtnent  Comniittee  meetings, 

C,    Requirements  and  Allocations  Control 

Requirements  and  Allocations  Control  is  responsi'ble  for  com- 
. piling  data  on  over-all  reqiiirements  and  total  prospective 
supplies,  including  foreign,  and  for  furnishing  such  data  to 
the  !FDA  Suhcoramittee  for  use  in  formulating  reconnenda.tions  to 
the  Department  Committee  on  the  importation  of  specific  quantities 
of  food  and  food  facilities.     It  is  also  responsi'ble  for  recom- 
rending  allocati'^ns  of  food  ootained  from  foreign  sources  wnich 
a.re  to  oe  transmitted  to  the  Department  Committee  through  the 
PDA  Suhcommittee,    After  these  allocations  have  "been  saoproved 
'hy  the  Department  Committee,  they  are  to        forwarded  to  the 
Conrrodity  Credit  Corporation  for  action, 

II.    Duties  and  Responsihilities  for  Aojnini  strati  on  of  tha.t  Part  of 
General  Inports  Order  which  Refers  to  the  Importation  of 

Foodstuffs  for  the  Account  of  Private  Iniport  Organizations- 

A,  A^sirtant  Dep'\ty  Director  on  Procurement 

The  Assistant  Deputy  Director  on  procurement  is  responsi'ble 
for  coordinating  PDA  operations  under  that  part  of  the  War 
Production  Board  General  Imports  Order  M-63  v;hich  refers  to  the 
importation  of  foodstuffs  for  the  account  of  estahlis'hed  private 
import  organizations.    All  policy  deterrainations  and  all 
"basic  programs  shall  "be  esta^olished  by  the  PDA  Su'bcommittee 
"before  "being  put  into  effect,  insofar  as  these  policy  determinations 
ajid  prograjns  refer  to  a  decision  on  whether  or  not  to  permit  private 
importation  of  a  specified  food  and  the  programs  under  whicn  sv.ch 
importation  is  to  proceed.    The  Assistant  Deputy  Director  is  to  coordi 
nate  operating  procedures  of  "the  "branches  under  M-53,  to  act  as  a 
clearance  and  liaison  officer  for  operations  wich  cut  across  a 
num"ber  of  conunodity  "branch  lines,  and  to  serve  as  a  central 
clearance  point  with  the  War  Production  Board  and  other  agencies 
in  matters  (other  than  policy  matters)  relating  to  operations 
in  connection  vdth  private  importation, 

B.  Special  Commodities  Branch 

1,     Special  Commodities  Branch  is  responsi'ble  for  administering, 
in  cooperation  with  the  commodity  "branches,  that  part  of 
the  War  Production  Borrd  Order  M-63  which  refers  to  the  im^ 
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portation  of  foodstuffs  other  then  sugar  and  fats  and  oils 
8,nd  oil-lDer.ring  nsterisls  for  the  account  of  established 
private  import  organizations,  '  sVLbject  to  the  follo^dng  con- 
ditions: 

(a)  All  administration  under. Order  1.^-53  shoiold  "be  in  con- 
formity '^dth  the  requirements  of  puhlic  purchase  programs 
as  prescribed  "bv.CCG  since  the  negotiation  and.  opera.tion 
of  public  purchase -programs  are  directly  influenced  by  the 
impact  on  foreign  rna^kets  of  the  •  operations  of  Order  L-63, 

(b)  All  prive.te  inrportation  must  be  carried  out  ?fithin  the 
franei7ork  of  governnent-to— government  comiiodity.  agreements 
noT  extant  or  subsequently  executed, 

(c)  The  appropriate  commodity  branches  shall  be  consulted 
and  F.ake  recommendations  to  the  Branch  with,.,  rega.rds  to  the 
iniportation  of  all  comiaodities  on  which  the'Special  Gom- 
modities  Branch  does  not  conduct  domestic  purcha.se  programs, 

2.'    In  addition  to .  the  particular  re sponsibili'ty;  for  private 
import  operations  pertaining  to  the  commodities  handled  by 
the  Branch,  this  Branch  is  also  responsible  for  assisting 
the  Assistant  Deputy  Director  in  charge  of  procurement  in 
carrjdng  out  his  responsibility  for  over-all  FDA  coordi- 
nation of  these  activities.     This  Branch  maintain 
facilities  for  conducting  day-to-day  operations  -  answering 
telephone  requests,  correspondjence ,  performing  clerical 
operations  in  connection  with' applications  for  import  li- 
censes, maintadnihg  siiiuping  space' records ,  and  performing 
related  activities. 

Sugar  Branch 

The  Siiga.r  Branch  is  responsible  for  a.dministering  that  part  of 
T7ar  Produ.ction  Board  Order  i,!-63  which  refers  to  the  importa- 
tion of  direct  consui^ption  sugar.     It  is  also  re-'eponsible  for 
tne  administration  of  Pood  Distribution  Order  No,  7-  v;hich  re- 
fers to  the  inportation  and  allocation  of  rav:  sugar. 

The  provisions  outlined  in  (a)  and  (b)  above  snail  govern  the 
a.ctivities  insofar  as  they  ar^  concerned, 

Pats  and  Oils  Branch 


The  Tats  and  Oils  Branch  is  responsible  for  ad^nini stering  thr^t 
part  of  the  Trir  Production  Board  Order  I.I-63  '-•hich  refers  to  the 
importation  of  fats  and  oils  and  oil-bearing  materials  and  the 
allocation  of  them  among  various  importers. 
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Jhe  provisions  stated  in  (a)  ?jid  ("b)  alDove  also  apply  to  the 
activities  of  the  Fats  and  Oils  Branch, 

III,  Relationships  to  Agencies  Outside  FDA  for  Foreisrn  Purchase  pnd  Im- 
portation, 

The  relationshi.ps  "between  FDA  and  the  Department  CoFn-nittee  on  Forei^ 
Purchase  a'^-d  :\.-^;:.->rtation  are  described  in  Merorandxjm  1054  Supplement 
2  issv^ed  c;;'  i^'tv-:  S ''orsri-ary  on  c.T.'ir.'  ■.  ir  22,  1943o     The  rela,tionships 
"betv/eeii  FJi>.  .rJi'!'  V'Oauod:..tv  Credit  •■;,-.u.*fjO-i:t"i'ion  are  covered  in  a  memo— 
randu^.  ox"  ur.dfcrn        ir^;  isc^ued  ac  Seci'etary' s  Her.orsjLdum  1054 
Supplement  4  o:i  lb\>T:x.Q~.j  lo,  1943o 
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WAR  FOOD  ADIIMISTR/iTION 
Office  of  Distribution 
Washington  25,  D,  C. 


CURRENT  SERIAL  RECORC  ' 
ju'N6-1944 


U.  8.  DEPARTMtNT  OF  ASRICULTURE 


/pril  7,  19/W. 


DIRECTOR'S  "itEMOR/JTOUII  NO.  15 


Supplement  4 


/mendment  1 


Inter-Agency  Food  Importation  Committee 


Administrator's  Memorandum  No,  27,  Supplement  4-,  Amendment  3, 
establishes  the  Inter-Agency  Food  Importation  Committee.  This 
committee  replaces  the  Department  Committee  on  Foreign  Purchase 
and  Importation  which  was  established  pursuant  to  Secretary's 
Memorandum  No.  1054,  Supplement  2,  and  transfers  to  the  Office 
of  Distribution  the  primary  responsibility  for  the  activities 
of  the  War  Food  Administration  relative  to  food  importation. 

Assistant  Deputy  Director  Otie  M.  Reed  is  hereby  designated 
Chairman  of  this  Committee.    The  Vice  Chairman  aid  Executive 
Secretary  shall  be  designated  by  the  Chaiman. 


INDEX  ENTRIES: 
Committees : 

Inter^/gency  Food  Importation  Committee 
Inter-Agency  Food  Importation  Committee 
Procurement ; 

Inter-Agency  Food  Importation  Committee 


Director 
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UHITED  STAT3S  DEPARTMENT  OF  AGRICUITUBS 
FOOD  DISTRIBUTIGi:  ADMINISTRATION 
WASHniGTON,  D.  C. 


Director's  Memorandum  No.  15 


Supplement  5 


Internal  Procurement  Operations 


In  accordance  with  my  previous  memoranda  procurement  responsibilities  of  the 
Food  Distribution  Administration  have  been  assigned,  in  brief,  as  follows: 


1.  Major  Ralph  V.  Olmstead,  Deputy  Director,  is  hereby  assigned  responsibility 
and  authority  for  coordination  and  direction  of  all  domestic  and  foreign 
procxirement  matters,  at  the  staff  level,  reporting  directly  to  me. 

2.  The  Chiefs  of  the  commodity  branches  have  been  given  responsibility  and 
authority  for  the  initiation  and  execution  of  domestic  pur cha-se  programs  to 
meet  the  requirements  of  supply  programs-,  at  the  operating  level.     The-  Chief s 
of  the  commodity  branches  are  further  responsible  for  the  initiation  of 
recommendations  relating  to  the  foreign  purchase  of  foods  and,  vhen  specifically 
directed,  for  the  execution  of  foreign  purchase  programs. 

3.  The  Chief  of  the  Transportation  sind  'Warehousing  Branch  has  been  given 
responsibility  and  authority  for  the  Initiation  and  execution  of  the  custody 
and  disposition  phases  of  procurement  programs,  at  the  operating  level. 

4.  The  Chiefs  of  the  other  branches  and  divisions  of  FDA,  as  their  respective, 
fields  of  endeavor  dictate,  have  been  given  responsibility  and  authority,  at 
the  operating  level  for  supplementing  the  procurement  work  described  above. 

FDA's  procurement  activities  are  divided  into  three  broad  fiel^Ls. 

The  first  is  the  "marketing  activity"  embracing  our  Section  32  operations. 

The  second  is  the  "inventory  activity"  embracing  our  current  General  Commodities 
Purchase  Program, 

The  third  is  the  "sup-ply  activity"  embracing  all  other  current  procurement  '■ 
operations,  which  are  the  Defense  Aid  Program,  the  Section  40  (Red  Cross) 
Program,  the  Caribbean  Supply  Program,  the  Territorial  Emergency  Program  and, 
finally,  that  t^Toup  of  direct  sales  made  from  the  inventory(GrCP)  program.  . 
(A  list  of  current  recipients  of  foods  under  the  supply  activity  is  appended.) 

The  procurement  operations  of  our  "marketing  activities"  have  alreadj'-  been 
defined.     (Administrator's  Memorandum  No.  15.) 

In  order  to  properly  direct  ajid  coordinate  all  procurement  activities  of  FDA,  it 
is  necessary  to  knovr  at  all  times  the  procurement  plans  and  objectives  of  the 
operating  branches.     The  following,  therefore,  prescribes  for  "inventory  activit 
and  "supply  activities", 
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A,  the  internal  procedures-  vrhich  are  prerer(juisite -to  purchase  operations,  and 

B,  the  internal  procedures  vhich  are  prerequisite  to  the  custody  and  disposition 
of  purchased  coiModities. 

A — Purchase  Prerequisites 

Hequirements  Estimates  are  advance  statements  of  n^eds  aecurod  fr«a  all 

claimant  agencies  for  deYsloping  quarterly,  or  longer,  allocations  of 
supplies.     These  estimates  are  to  be  used  only  as  a  "basis  for  operations 
of  Requirements  and  Allocations  Control  and  not  as  a  basis  for  procurement 
operations^    Requirements  estimates  can  be  ch^ged  or  new  requirements 
established  only  after  clearance  with  Requirements  and  Allocations  Control. 
When  any  clianges  are  made,  Requirements  and  Allocations  Control  in  turn  will 
adjust  allocations  made  and  notify  the  appropriate  branches  in-F.D.A. 

Allocations,  as  approved  by  tho  Secretary  and  issued  by  Roquireaienta  and  Al- 
locations Control,  are  long-term  requirements  and  as  such  are  the  basis  of 
purchase  operations. ■  TDA  as  a  purchase  representative  of  many  of  the  age  ni- 
cies receiving  commodity  allocations  has  an  obligation  to  purchase  and  de- 
liver to  those  agencies  the  quantity  of  the  commodities  allocated  to  them, 
and  to  purchase  tiaat  portion  of  each  commodity  allocated  as 'a  contingency 
reserve.    Purchases  of  long-term  requirements  should  g-=.nerally  be  made  in  the 
"inventory  activity"  in  order  to  obtain  the  maximaim  mobility  or  diversification 
of  goods.    Pending  the  issuance  of  allocations,  a  copy  of  a  delivery  requisition 
is  sufficient  authority  for  purchase  action  by  the  commodity  bramches. 

Delivery  Requisitions,  presented  by  governments,  agencies,  or  persons  through  the 
"supply  programs"  are  primarily  requests  for  delivery  of  goods  already  al- 
located.   After  preparation  of  a  Purchase  Plan,  the  purchase  of  allocated 
items  in  the  inventory  activity  shall  not  be  delayed  pending  receipt  of  a  de- 
livery requisition.    Requisitions  slmll  be  received  by  the  Program  Liaison 
Division  for  screening  to  determine  that  they  are  within  the  approved  al- 
locations concerned  and  shall  then- be  transmitted  to  the  connodity  brsinches 
and  to  the  Transportation  and  Warehousing  Branch  for  information  and  action. 

Tor  each  new  allocation  for  any  commodity  approved  by  the  Secretary/,  the  Chief 
of  the  commodity  branch  handling  that  commodity  shall  immediately  prepare  a 
Purchase  Plaja  for  the  vhol3  quc^Jitity  of  the  coimodity  covered  by  that  alloca- 
tion v;idch  is  to  be  aoouired  by  FDA.    Allocations  will  gencrs.l]    be  for  a 
long  period  of  time  bat  may  be  in  full  detail  for  only  a  shor-;  p'^riod.  Hov;ever, 
Purchase  Plans  shall  be  made  for  the  longest  period  of  the  allocation. 

If  any  allocation  once  approved  is  subsec^uently  modified,  a  revised  Purchase 
Plan  need  be  prepared  only  if  sucn  modification  affects  tho  original  Purchase 
Plan.     For  example,  an  approci-Tble  in^;rea£e  or  decrease  in  the  total  quantity'' 
of  a  -commodity  alloca':ed  to  a?;-^?v.:-ey  whose  supplies  ?t9  procurp.'d  by  FDA  would 
require  a  modified  luvchase  Plcxn,  but  a  shifting  of  psrcentasi'j^  allocated  to 
euch  agencies  without  changing  tho  total  v/oilld  not  requira  a  iiiK defied  Purchase' 
Pla^. 

Each  Purchase  Plan  shall  be  prepared  in  form  as  brief  (maxim^a::!  of  two  pages) 
as  is  consistent  with  proper  presentation  of  the  pertinent  elements,  which 
are  as  follows: 
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1.  Commodity  and  total  quantity  allocated. 

2.  Q,uantity  required  to  be  purchased  "by  FDA,  including  the  contingency 
reserve,  and  names  of  the  programs  of  purchase, 

3.  Breakdown  by  claimant  agencies  (and  contingency  reserve.)  as  ,to  grade,  types, 
peickages ,  times  of  delivery,  where  specified. 

4.  Monthly  delivery  schedule  (to  TDK)  of  proposed  acquisitions. 

5.  Method  of  purchase  and  need  for  the  development  and  use  of  special  aids, 
such  as  orders,  rationing,  financing,  priorities,  etc.  (No  purchase  plan  or 
action  thereunder  shall  be  withheld  or  delayed  pending  actual  development  of 
such  orders,  financing  plan,  etc.) 

6.  Recommended  changes  required  to  adjust  supply  situs-tion  to  allocations, 
if  any. 

There  shall  be  a  r\irchase  Plan  for  all  commodities  for  which  there  are  ap- 
proved allocations,  and  each  Purchase  Plan,  immediately  after  preparation, 
shall  be  distributed  by  the   commodity  branch  as  follows: 

Original,  retained  by  the  commodity  branch  concerned. 

Two  copies  to  the  Deputy  Director  in  charge  of  procurement  coordination. 

One  copy  to  the  Program  Liaison  Division. 

One  copy  to  the  Transportation  ?.nd  Warehousing  Branch, 

Development  and  modific?) tion  of  Purchase  Plans,  as  well  as  acquisition  of 
commodities  in  the  quantities  and  in  .the  manner  set  forth  in  such  plans,  is 
the  full  responsibility  of  the  Chiefs  of  the  commoriity  b-anches. 

The  Deputy  Director  Lt  charge  of  procurement  coord: n.^  b '.nr.  may  at  any  time 
call  upon  any  comioc! j.ty  branch  to  present  s  Purchaee  Plari  for  a  commodity 
under  an  appioved  allocaLion  but  for  which  a  plan  has  not  yet  been  prepared 
or  for  a  commodity  not  allocated.     In  such  event,  the  conraodity  branch  shall 
prepare  and  distribute  such  plan  to  the  Deputy  Director  wi\/hin  the  time  pe- 
riod :;pecified  by  the  Deputy  Director. 

Once  each  week  each  comm~dity  brsinch  shall  submit  to  th*>  Depc.ty  Director  in 
charge  of  procurement  coordination  and  to  the  Program  Liaison  Division  a  re- 
port of  the  progress  of  operations  under  each  Purchase  Plan. 

Whenever  the  Chief  of  a  commodity  branch  deems  it  advisable  to  purchase  any 
given  commodity  from  foreign  production,  reg?.rdless  of  whether  the  purchase 
is  to  be  made  in  a  domestic  market  or  in  a  foreign  market,  he  shall  prepare 
a  recommendation  of  such  purchase.     Original  and  one  copy  of  this  recommenda- 
tion shall  be  sent  promptly  to  the  Chairman  of  the  FDA  Sub-committee  •n  Torel^ 
Purchase  and  Im.portation  for  action.     Results  of  the  Sub-committee's  action  will 
be  forwarded  to  the  Department  Committee  on  Foreign  Purchase  and  Importation  and 
action  taken  will  then  be  reported  to  the  branches  by  the  Chairman  of  the  Sub-cora- 
mittee. 

In  the  event  any  foreign  purchase  is,  delegated  to  FDA,  the  conmodity  branches 
concerned  will  be  so  advised  by  the  Deputy  Director  in  charge  of  procurement 
coordination.     Such  purchases  shall  then  be  made  in  accordance  with  the 
procedure  established  for  domestic  purchases. 
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■  -  •     r     .  B— Disposition  'Prerequisites 

DeliTerv  Requisitions,  presented  Toy  governnents,  agencies,  or  persons  through 
the  "supply  programs"  are  prerequisites  to  the  delivery  of  any  commodity  from 
ilXA.,    Such  requisitions  may  "be  of  long  or  short  term  "but  are  always  supple- 
mented hy  specific  delivery  directives  of  the  recipient. 

Whenever,  at  a  given  time,  supplies  on  hand  are  inadequate  to  meet  the  spe- 
cific deliver;/  directives  of  the  recipients,  the  Program  Liaison  Division 
shal  1  divide— such,  existing. ^pplie s  among  the  recipients.    In  making  such 
division,-  it  sh£ull  consult  with  the  Chief  of  the  Commodity  Branch  concerned 
as  to  the  prohahle  fature  progress  of  the  Purchase  Plan,  vrith  the  Chief  of 
the  Transportation  and  Warehousing  Branch,  and  vnth  the  recipients  concerned. 

Purchase  Plans,  prepared  "by  the  commodity  branches,  al^.^ays  contemplate  delivery 
of  goods  to  some  recipient  at  some  time  hut  are  not  prerequisite  to  disposition. 

Disposition  activities  are  divi6.ed  into  three  phases  of  operations, 

Pirst,  tl'.^re  is  disposition  to  meet  programmed  needs  (Requisitions  received 
from  claimant  a^'encies  by  PDA  are  programmed  needs  if  within,  the  allocated 
quantities ■  of  commodities  to  be  procured  by  ITlA,,) 

Second,  there  are  direct  sales  for  the  primary  purpose  of  inventory  reduction. 

Third,  there  are  non-programmed  deliveries.    These  are  defined  in  more  detail 
in  part  three  hereof, 

1 ,  Disposition  to  meet  programmed  needs: 

Por  each  Purchase  Plan  the  Chief  of  the  Transportation  and  Warehousing  Branch 
shall  promptly  prepare  an  acknowledgment  of  such  plan  and  an  expression  of  the 
ability  of  his  branch  to  receive,  handle,  warehouse  and  deliver  the  quantity 
of  the  commodity  covered  by  the  plan.    Such  acknowledgement  shall  be  sent  to 
the  Deputy  Director  in  cliarge  of  procurement  coordination  with  one.  copy  to  the 
Program  Liaison  Division, 

Custody  and  disposition  of  co. iriodities  acquired  under  Purchase  Plans  for  dis- 
position as  set  forth  in  delivery  requisitions  is  the  full  responsibility  of 
the  Chief  of  the  Transportation  and  Warehousing  Branch.    Accordingly,  after 
execution  of  a  purchase  contract  by  a  com.-T;odity  branch,  no  contract  shall  be 
modified  as  to  delivery  conditions  v:ithout  the  concurrence  of  the  Transportation 
and  Warehousing  Branch,  and  no  other  contract  modifications  shall  be  made  or 
undertaken  v/ithout  first  so  notifying  the  Transportation  and  Warehousing  Branchy 

The  progress  of  custody  and  disposition  operations  will  be  revealed  in  the 
reports  on  custody  and  disposition  and  in  the  weekly  shipping  meetings  held 
by  the  Program  Liaison  Division,      ■  -  ■    : ■   '  ■  "       , •      •  > 

2,  Inventory  reductions; 

Occasionally,  because  of  changes  in  allocations,  etc.,  PDA  may  acquire  inven*? 
tories  of  coiiiraodities  for  vrhich  there  is  no  longer  a  disposition  requirement. 


Whenever  this  situation  occurr,,  the  Chief  of  the  com-.odit.y  branch  vmich  origi- 
nally acquired  the  conriiodity  shall  prepare  a  Sales  Plan  for  that  quantity  of 
the  co::modit3'  desired  to  h&  disposed  of. 

Each  Sales  Plan  shall  "be  in  form  as  brief  (maximum  'of  two  pages)  as  is  consistent 
v;ith  proper  presentation  of  the  pertinent  elements,  which  are  as  follows: 

1.  Commodity;  quantity  on  hand;  quamtity  to  be  disposed  of. 

2.  Schedules  of  releases  by  time  and  quantity;  by  prot-sram, 

3.  Recommended  conditions  of  sale,  prices,  etc.     (Price  factors  must  be  cleared 
with  the  staff  coordinator  responsible  for  pricing.) 

4.  Justification  for  the  disposition. 

5.  Effect  .on  allocations,  rationing,  domestic  markats,  etc, 

Sach  Sales  Plan,  immediately  after  preparation  by  the  comraodity  branch  shall 
be  submitted  to  the  Deviu.ty  Director  in  charge  of  procurement  coordination  for 
his  approval  before  such  plan  shall  be  placed  in  effect.    There  shall  be  an 
approved  Sales  Plan  for  all  commodities  which  are  disposed  of  for  purposes  of 
inventory  reduction,  •         ■  ••  # 

The  Deputy  Director  in  charge  of  procurement  coordination  shall  consult  with 
the  Deputy  Director  in  cliarge  of  civilian  food  requirements  and  with  the 
Chief  of  Requirements  a;id  Allocations  Control  -)rior  to  approval  of  a  Sales 
Plan, 

Each  approved  Sales  Plan  shall  be  distributed  by  the  Deputy  Director  as 
follows: 

Original  to  the  commodit}''  branch  concerned. 

Two  copies  retained  by  the  Deputy  Director  in  charge  of  Procurement 
coordination. 

One  co-oy  to  the  Prograx,:  Liaison  Division, 

On?  copy  to  the  'Transportation  and  Warehousing  Branch. 

Ono  copy  to  the  Reo^uirement s  and  Allocations  Control, 

One  copy  to  the  Deputy  Director  in  charge  of  civilian  food  requirements. 

Execution  of  contracts  of  sale  in  the  quantities  and  in  the  manner  set  forth 
in  the  Sales  Plan  shall  be  the  full  responsibility  of  the  Chief  of  the  cooinodity 
branch  preparing  the  plan,  and  delivery  of  goods  under  those  contracts  shall  be 
the  full  responsibility  of  the  Chief  of  Transportation  and  Warehousing  Branch 


The  Deputy  Director  in  charge  of  procurement  coordination  my  at  any  time  call 
upon  any  commodity  branch  to  present  a  Sales  Plan  for  the  inventory  reduction 
of  any  commodity.     In  such  event,  the  commodity  "branch  concerned  shall  present 
such  plan  within  the  time  period  specified  by  hip. 

Once  each  week  each' commodity  branch  concerned  shall  submit  to  the  Deputy  Di- 
rector in  charge  of  procurement  coordination,  to  the  Program  Liaison  Division; 
and  to  the  Transportation  and  T%r©housing  Branch  a  report  of  the  progress  of 
operations  under  each  approved  Sales  Plan. 

Consultants  and  Chiefs  of  technical  or  advisory  branches  and  divisions  of  FDA; 
may  at  any  time  present  to  the  commodity  branch  chiefs  recommendations  for  the 
development  of  Sales  Plans.     If  any  such  recommendations  are  made,  a  copy  of 
such  recommendation  shall  be  sent  to  the  Deputy  Director  in  charge  of  procure- 
ment coordination  at  the  same  time  it  is  sent  to  the  commodity  branch. 

3,    Non- programmed  deliveries; 

Non-programmed  direct  sales  include  all  dispositions  not  covered  in  ja-rts  one 
and  two  above  except  salvage  sales  which  are  a  matter  of  inventory  accounta- 
bility falling  within  the  jurisdiction  of  the  Transportation  and  Warehousing 
Branch. 

Non-programmed  direct  sales  are  of  two  types,  both  classed  as  emergencies. 

The  first  type  embraces  requests  for  goods  vrhich  are  within  the  overall  allo- 
cation for  the  commodity  and  which  were  not  contemplated  to  be  acquired  by 
FDA  but  which  can  be  acquired  and  delivered  without  requiring  a  revision  of 
the  allocation.     For  purposes  of  description,  this  type  shall  be  known  as  an 
"allocated  emergency".     An  example  of  this  type  is  as  follows:    U,  S.' Arny 
has  an  allocation  for  1000  "units  of  meat  which  the  Army  contemplated  acquiring. 
Unexpectedly  the  Army  asks  FDA  to  supply  a  part  or  all  of  the  allocated  1000 
units  from  stocks  held  by  FDA, 

The  second  type  embraces  requests  for  goods  which  were  not  covered  specifically 
by  an  allocation  (but  may  be  within  the  contingency  reserve  allocation)  and 
which  were  not  contemplated  to  be  acquired  by  FDA.     For  purposes  of  description, 
this  type  shall  be  known  as  an  "unallocated  emergency".     An  example  of  this 
type  is  as  follows:    A  foreign  government  presents  delivery  requisitions  approved 
by  the  Lend-Lease  Administration  and  which  provide  for  prompt  delivery.  Such 
government  has  not  presented  requests  for  an  allocation  and  is  not  represented 
in  the  allocations  for  the  commodities  requested. 

Contracts  of  sale  or  delivery  requisitions  shall  be  the  sole  prerequisites  to 
disposition  for  non-progra.mmed  deliveries. 


The  Program  Liaison  Division  has  the  authority  and  responsibility  for  the 
execution  of  Ri^tl ei.R:.-r.ar.t^^.^^  ^^r^^  ^or^  t_he_^proval  of  delivery  requisitions 
for  non-programmed  deliveries  "but  in  their  pfeparalETb^^Kall  "consult  with  others 
as  follows: 

a.    Allocated  Energencies:    Under  this  type  of  request  the  Program  Liaison 
Division  shall  cohsiat  with  the  Chief  of  the  commodity  Branch  concerned 
as  to  the  probahle  future  progress  of  the  Purchase  Plan  and  with  any 
claimant  agencies  whose  time  schedule  of  deliveries  '"ill  "be  affected. 

b;    Un-allocated  iinergencies:    Under  this  type  of  request  the  Program 
Liaison  Division  shall  consult  with  the  Chief  .of  the  commodity 
branch  concerned  as  to  the  probable  future  progress  of  the  Purcha.se 
Plan,  with  any  claimant  agencies  whose  time  schedule  of  deliveries 
will  be  affected,  and  with  the  Chief  of  Requirements  and  Allocations 
Control  and  shall  obtain  approval  of  proposed  action  from  the  Director 
or  Acting  Director.  .„  ^ 

As  promptly  as  possible  after  approval  of  action  under  an  un-allocated  emer- 
gency, the  allocations  for.'the  commodities  involved  shall  be  revised  to  reflect 
the  new  allocations. 

General 

Effective  Immediately  the  procedure  prescribed  by  this  memorandum  shall  control 
all  procurement  operations  undertaken  by  the  Pood  Distribution  Administration. 

Purchase  Plans  and  Sa.les  Plans  sha.ll  be  numbered  at  the  time  of  preparation  in 
accordance  with  the  following  system: 

First,  the  type  of  plan:     i.e.  Purchase  Plan  or  Sa,les  Plan. 
Second,  the  branch  symbol:     i.e.  FV,  Dp,  etc. 

Third,  the  consecutive  plan  number  within  the  branch:     i.e.  1,2,3,  etc. 
.Fourth,   the  consecutive  modification  ntunber  if  any:     i.e.  Jil,  M2,  etc. 
Samples:     Purchase  Plan-FVI;   Sales  Plan-DP2-MI. 

All  correspondence  concerning  any  plan  shall  refer  thereto  by  number. 

Effective  immediately,  all  Program  Review  and  Commodity  Review  meetings  are 
discontinued.     In  lieu  of  these  meetings,   it  will  be  the  responsibility  of 
the  Deputy  Director  in  charge  of  procurement  coordination  to  report  to  me 
monthly  on  the  status  of  all  programs. 

Procedures  governing  reports  to  be  furnished  and  raertings  to  be  held  under 
the  operations  set  forth  herein  will  be  prescribed  in  memoranda  issued  by  the 
Deputy  Director  in  charge  of  procurement  coordination, 

Executives  of  the  Pood  Distribution  Administration  are  requested  to  establish 
beyond  question  that  their  associates  ^i^orking  on  procurement  matters  are  schooled 
in  these  procedural  changes  without  delay  in  order  that  the  changeover  may  be 
effected  speedily. 
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List  of  ^QC^l^^^^i'^.oj,  j'^'^,^,  S-g-oply  Activity^ 


Defense  Aid  Pro^i-gjns  (Lend-Lease) 

United  Kingdom 

British  Military  Set^ices: 

Tree'  Trench 

Poland 

E-ussia 

Yugoslavia 

Turkey  '   '.  ^ 

Vichy-French 

Greece 

Daira.r 

So.  Rhodesia 
Horth  Africa 
Vest  Africa 
Fighting 'French'     '  ' 
Relief  ajid  Rehabilitation 


Section  40^  Prof::ram 

RedCross  (Supplies  for 
foreign  countries.) 


Territorial  !Eherg:ency  Profi-raia  (T.^) 
Hawaii 


Direct  Sales 

TT.  S^.  Army 

U.  S.  Navy 

U.  S.  Marine  Corps 

Red  Cross  (includes  Prisoner 

of  War  packages.) 
Maritime  Commission 
War  Shipping  Administration 
Treasury  Department 
Veterans'  Administration 
Panajna  Canal 

Interior  Department  (Territory 
of  Alaska,-  Alaska  Road  Com- 
mission, Alaska  Railroad.) 

Colonial  Liaison 

Russian  War  Relief 

Ha-dassah,  Incorporated 

Defense  Supplies  Corp. 

Coordinator  of  Int er-v&mericaJi 
Affairs 

Ruttier  Reserve 

Fed.  of  Icelandic  Coops. 

StalDilization  Corroration  Ltd, 
Canada 

Sv;eden 

Switzerlejid 


Ce/rihbean  Stockpile  Prograjs  (CS?) 


Puerto  Rico 
ViTgin  Islands 
Trinidad 
Jamaica 

Colonial  Liaison 
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UNITED  SPATES  DEPAHTMENT  OE  AGRICULTURE 
Eobd  Distribution  Administration 
•-Washington,  D.  C. 


DIKSCTOR'  S  MEMORA^TDUM  NO.  15 


Supplement  5, 


April  8,  1943  —:  , 

J  R  /\  ] 

l^'S.  DEPARTMENT  OFAefflOULTURE 


Procedure  Governing  the  Sales  of  Commodities  Redonate" 
Yfelfart^  Agencies  to  the  Pood  Distribution  Administration 
(Section  32  Program) 

In  discontinuing  the  direct  distribrution  of  commodities  under  presently 
operated  domestic  distribution  programs  as  outlined  in  Director's  Memorandum 
iTo.  4,   Supplement  .1,  the  following  procedure  will  govern  the  disposition 
of  commodities  which  ha,ve  been  or  may  be  redonated  by  State  Welfare  Agencies 
to  FDA. 


1.     The  Regional  Administrator,  or  in  his  absence  the  Acting  Regional  Ad- 
ministrator,  is  hereby  authorized  to  accept  the  commodity  or  commodi- 
ties from  the  State  Welfare  Agency,    Upon  receipt  of  advice  from  a  State 
Welfare  Agency  that  they  will  redonate  to  the  Pood  Distribution  Admini- 
stration certain  commodities,  the  Regiona.l  Administrator  shall  determine 
whether  the  commodity  may  be  used  in  another  area  within  his  region  for 
distribution  to  recipients  authorized  by  notice  of  allocation  to  receive 
such  food  commodities  and,   if  so,  to  arrange  for  their  reshipment. 


2.     If  there  is  no  outlet  within  his  region  for  the  distribution  to 

relief  of  the  commodity  donated,  the  Regional  Administrator  sha.ll  de- 
clare the  commodity  surplus,  and,   if  the  commodities  are  scattered 
in  sma,ll  lots  in  various  commodity  depots  throughout  the  State, 
which  commodity  may  be  perishable  and/ or  where  it  is  not  advantageous 
to  pick  up  and  assemble  in  sizeable  lots  at  central  points,  may  dis- 
pose of  the  commodities  in  the  following  manner: 

(a)  May  donate  to  institutions  (1)  commodities  rendered  unresalable 
because  of  damaged  containers,  or  (2)  commoditier'  of  which  small 
lots  are  so  widely  scattered  as  to  involve  disproportionate 
transportation  costs  in  moving  to  central  points  for  sale. 

(b)  l/la.y  advertise  the  commodities  for  sale  on  an  as-is  and  where-is 
basis  and  sell  the  commodities  for  cash,  certified  or  cashiers' 
checks,   such  checks  to  be  made  payable  to  the  Treasurer  of  the 
United  States.      '  ■ 
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If  the  estimated  value'of  the  food  comffiodities  at  any  one  given 
point  is  not  in  excess 'of  $300,  the  Regional  Administrator  may 
sell  this  lot  without,  copomuni eating  with  the  Civilian  Programs 
Branch,  provided  that  care  is  taken  to  observe  all  Office  of 
.     Price  Administration  price  ceilings  and  Food  Distribution 
Administration  general  policies. 

If  the  estima.ted  value  of  the  food  commodities  at  any  one  given 
point  is  in  excess  of  $300,  the  Regiona.1  Administrator,  before 
adve'tising  the  commodity  for  sale,   shall  comnmnicate  with  the 
Civilian  Programs  Branch  to  ascertain  the  minimum  price  for  which 
the  commodity  should  be  sold. 

( c)  Whe->- 3.  the  commodities  sold  are  subject  to  rationing  orders  of  the 
Off icfc  of  Price  Administration^  it  shall  be  the  responsibility  of 
the  Regional  Administrator  to  secure  from  the  purchaser  ration 
coupons  or  ration  checlrs  in  sufficient  number  or  amount  to  cover 

.     the  point  or  other  value  of  the  commodities  sold  and  to  transmit 
such-  coupons  or  checks  to  the  Chief,   Civilian  Programs  Branch. 

(d)  The  Regional  Administrator  shall  transmit  to  the  Chief  of  the 
Regiona.l  Fiscal  Division  all  checks  for  moneys  received  from 
the  sales  of  commodities,  which  checks  shall  be  accompanied  by  a 

■  memorandtun  setting  forth  the  commodity,  number  of  units,  and 

■  price  per  unit  covered  by  such  check, 

(  e)    Upon  receipt  of  the  check,  the  Chief  of  the  Regional  Pi  seal 
Division  shall  deposit  same  in  the  United  States  Treasury  to 
,  the  credit  of  Miscellaneous  Receipts. 

3,     If  the  commodities  redonated  are  assembled  in  earlots,  the 
Regional  Administrator  shall  determine: 

(a)  Whether  the  commodity  may  be  used  in  another  area  within 
his  region  for  distribution  as  provided  heretofore. 

(b)  If  there  is  no  outlet  within  his  region  for  distribution 
of  the  commodity  redonated,  the  Regional  Administrator 
shall  communicate  with  the  Civilian  Ptxgrams  Branch, 

setting  forth  the-  following  data:     (l)  commodity;   (2)  quantity; 
(3)  f.o.b,  point  and  origins.ting  carrier;   (4)  how  packaged  and 
labeled;  and  (5)  delivery  order  number  under  which  the  commodity 
was  9rigina.lly  received,  and  request  the  Chief  of  the  Civilian 
Programs  Branch  to  advise  disposition, 

(c)  :The  Civilian  Pio grams  Branch  shall  determine: 

(1)     Whether  the  commodity  or  commodities  may  be  used  in 

another  region  for  distribution  as  provided  heretofore. 
If  it  is  determined  that  the  commodity  or  commodities  may 
be  used  in  another  region,   it  will  so  advise  the  Regional 
Administrator. 
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(2)  If  it  is  determined  that  there  is  no  outlet  for  the 
commodity  or  commodities  within  another  region,  the 
Civilian  Programs  Branch,  shall  declare  the  commod- 
ity or  commodities  surplus  and  shall  prepare  a  Sales 
Plan  in  accordance  'rith  procedure  as  established  in 
Director' s  Memorandum  llo.  15,   Supplement  5. 

(3)  The  Sales  Plan  may  propose  Transfer  to  any  of  the 
Administration's  programs  other  than  &CP  or  may  propose 
sale  to  commercial  users.     When  commodities  are 
transferred  to  the  Administration's  programs,  the  transfer 
will  be  considered  a  transfer  of  stock  items,  and  the 
a.pplicable  appropriation  of  the  program  involved  shall 

be  charged  and  the  appropriation  under  which  the 
commodities  were  purchased  shall  be  credited. 

(4)  All  commodities  sold  hereunder  shall  be  sold  f.o.b, 
their  present  location, 

(5)  The  procedure  outlined  in  paragraph  2,  sections  (b), 
(c)  and  (d),   shall  also  apply  to  this  section. 
Paragraph  2  (e)  shall  also  apply  to  this  section 
insofar  as  sales  to  non-Governmental  purchasers 

are  concerned. 

4,    The  Finance  and  Acco-onts  Division  will  handle  the  reimbursements 
to  the  proper  appropriation. 


5.     The  disposition  of  inventories  tha.t  become  available,  in 
accordance  with  this  memorandum,  will  be  planned  by  the 
Civilian  Programs  Branch  in  collaboration  with  the  respective 
branches  and  divisions  concerned. 

It  is  anticipated  that  in  view  of  the  present  hea.vy  dema,nds  upon  our 
food  supplies  very  negligible  quantities  of  commodities  will  be 
directly  purchased  by  the  Food  Distribution  Administration  with  Section 
32  f-unds  after  April  1,  1943.     If  such  purchases  become  necessary  and 
if  com,nodities  so  purchased  cannot  otherwise  be  utilized,  special 
arrangements  will  be  made  in  each  instance  for  distribution  through 
those  State  or  local  Welfare  Agencies  which  continue  to  have  necessary 
facilities  and  wish  to  pa.rt icipate. 
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UUITED  STATES  DEPAHTMEJiT  OF  AGRICULTURE 
Food  Distribution  Administration 
Washington,  D.  C. 


May  15,  1943 


DIRECTOR'  S  ME^!ORAKDUT-i  NO.  15 


Supplement  7 


LIBRA  R Y| 

CURRENT  SERIAL  RECORD 

JUN 1 0 1943 


U.  S.  DEPARTMENT  Of  A88I8ULTURE 

INTER- AGENCY  FOOD  PROCUREMENT  COORDINATIONL.  . 


The  policy  outlined  "oelovr  has  been  recommended  una,nimously  "by  the 
Inter-Agency  Food  Procurement  Committee.     I  have  approved  this  policy, 
to  be  effective  immediately.    Accordingly,  all  Food  Distribution  Ad- 
ministration orders  and  allocations  should  be  revised  on  the  uniform 
basis  called  for  by  this  policy  statement. 

I.     Agencies  for  ^hich  Separate  Allocations  should  be  Set  Up 

Under  the  requirements  and  alloca.tions  control  system  separate  allo- 
cations should  be  set  up  only  for  the  following  groups  of  agencies, 
in  addition  to  the  allocation  for  civilians,  contingency  reserves, 
operating  inventories  and  for  exports  through  commercial  channels: 

1.  The  armed  forces  (Army;  Navy;  Marine  Corps;   Coast  Guard; 
any  person  feeding  pursua.nt  to  a.  written  contract  vith  any 
agency  of  the  United  States  personnel  of  the  Army,  Navy, 
Marine  Corps,   Coast  Gua.rd  of  the  United  States  messed  under 
the  command  of  a  commissioned  or  non-commissioned  officer 
(to  the  extent  necessary  to  feed  such  personnel)), 

2.  Lend-Lease  countries  and  other  foreign  countries  specifically 
provided  for  under  protocols. 

3.  Relief  agencies  such  as  the  Red  Cross  and  the  Office  of  Foreign 
Relief  and  Rehabilitation  Operations. 

4.  Veterans'  Administration. 

5.  Territories  and  related  areas  including  Alaska,  Ha.'raii,  and 
the  Caribbean  stockpile. 

6.  Maritime  Commission  and  War  Shipping  Administration. 

7.  Board  of  Economic  ^vfa.ve,  for  governments. 


Whenever  any  question  arises  as  to  the  scope  of  any  of  the  agencies 
designated  above,  (i.e.,  meaning  of  the  term  "army")  the  agency  in 
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question    sha.ll  h^ve  the  responsibility  of  deterrcining  the  groups  of 
individuals  included.     Such  deterninations  shall  "be  in  writing  to  the 
War  Food  Adjninistrator  for  h?  s  approval.     In  this  connection  it  is  the 
responsibility  of  each  of  the  agencies  requesting  an  allocation  to  sub- 
mit to  the  Administrator  a  statement  as  to  the  groups  included  at  the 
time  requirements  are  for^'arded  under  the  allocations  procedure. 

II.  Designation  in  Food  Distribution  Mministr.^ tion  Orders  of  Agencies 
Eligible  to  Buy  S^t-Aside  Foods  Direct  from  Vendors 

Operations  ^^athin  Food  Distribution  Administration  ^ith  regards  to 
the  designation  of  agencies  eligible  to  buy  food  set-aside  for  govern- 
ment use,  and  the  procedure  under  which  these  set-aside  foods  Y'ill  be 
procured,  will  be  as  follows: 

1.  In  each  Food  Distribution  Administration  order  the  following 
agencies  should  be  designated  as  eligible  to  buy  set-aside  foods  direct 
from  suppliers: 

(a)  The  armed  forces  (Army;  Navy;  Marine  Corps;   Coast  Guard;' 
any  person  feeding  pursuant  to  a  written  contract  with  any 
agencj^  of  the  United  States  personnel  of  the  Armj'-,  Navy, 
Marine  Corps,   Coast  Guard  of  the  United  States  messed  under 
the  command  of  a  commissioned  or  non-commissioned  officer 
(to  the  extent  necessary  to  feed  such  personnel)). 

(b)  Food  Distribution  Administration 

( c)  War  Shipping  Administration 

(d)  Veterans'  Administration 

(e)  Any  other  agency  named  by  the  Administrator 

2.  These  designations  should  be  supplemented  by  an  inter-agency 
memorandum  of  understanding  among  the  a.gencies  procuring  food  specifying 
the  manner  in  which  a  set-aside  food  will  be  procured  and  the  agencies 
to  which  food  ':i'ill  be  distributed. 

3.  Set-aside  foods  should  be  delivered  only  to  agencies  which  had 
an  allocation  included  in  determining  the  set-aside  percentage  used  in 
the  order. 

III.  De  s  i  gnat  ion  in  ^ood  Distribution  Administration  Orders  of  Agencies 
Eligible  to  Buy  Quota  Exempt  fbods  Direct  from  Vendors 

All  Food  Distribution  Administration  operations  covering  the  designation 
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in  orders  of  ag-encies  eligiole  to  buy  foods  outside  the  quota.s  es- 
tablished for  civilian  users,  and  the  procedure  ujider  which  these 
foods  are  to  be  procured  should  be  based  on  the  follo^-ing: 

1.     In  each  Food  Distribiation  Aojninistration  order  the  following 
agencies  should  be  design-ated  as  eligibl.^  to  procure  quota  exempt 
foods  direct  from  suppliers: 


(a)  The  armed  forces  (Army;  Navy;  Jfe.rine  Corps;   Coast  Gus.rd; 
any  person  feeding  pursua-nt  to  a  written  contract  •^ith  any 
agency  of  the  United  States  personnel  of  the  Araiy,  Favy, 
I'.ferine  Corps,  Coast  Guard  of  the  United  States  messed  under 
the  comma.nd  of  a  comi^issioned  or  non-corrirnissioned  officer 
(to  the  extent  necesf?ary  to  feed  such  personnel)), 

(b)  Food  nistri'oution  Administra.tion 

(c)  Wbv  Shipping  Admini^ration 

(d)  Veterans'  Ad.minictration 

(e)  Any  other  agency  named  by  the  Administrator 


2.  These  designations  should  be  supplemented  by  an  inter-agency 
memorandum  of  understanding  among  the  a.gencies  procuring  food,  specifying 
the  manner  in  which  quota  exempt  food  '"ill  be  procured  and  the  agencies 
to  ""hich  this  food  ^ill  be  distributed. 

3.  Qaota  exempt  foods  should  be  delivered  only  to  agencies  which 
h^ve  an  allocation  excluded  from  the  civilian  percentage  quota  used  in 
the  order.  ^ — ^ 


Approved: 


War  Food  Ac_ministrator 
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•     '  ^  WAR  FOOL  AnaillSTRATION  I 

^  Food  Distribution  Administration       I  2  8  1943 

Qm-IO'  Washington  25,  D.  C.  j 

hi.  DEPAfmm  WAamLTUK 

July  26.  1943 

DIRECTOR'S  MEMORAlTDUl^  NO.  15 

Supplement  8 

Draw'back  on  Export  Shipments  Made  by  the 
Food  Distribution  Administration 

Hereafter  it  is  the  policy  of  FDA,  in  connection  with  purchases 
by  FDA  or  FSCC  of  imported  commodities  which  are  later  exported 
for  wartime  supply  programs,  to  purchase  such  commodities  at 
the  domestic  price  and  secure  a  waiver,  release,  or  assignment 
of  all  rights  to  duty  drawbacks  and  refunds  of  excise  taxes. 

This  memorandum  supersedes  Director's  (Administrator's)  Mem.o- 
randum  No.  26,  dated  August  19,  1942. 

^  /) 
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VOIR  FOOD  ADMINISTRA.TION 
Food  Dietribution  Administration 
Washington  25,  D.  C. 


September  8,  1943 


DIRECTOR'S  MEMORANDUM  NO.  15 


Supplement  9 


'■Distribution  of  Commodities  Acquired  Under  Section  32  Purchase  Prograjns 

The  responsibility  for  the  disposition  of  Section  32  commodities,  previously- 
vested  in  the  Civilian  Programs  Branch,  is  hereby  assigned  to  the  commodity 
branches , 

The  commodity  branches  shall  notify  the  Custody  and  Disposition  Division  of 
the  Transportation  and  ^ferehousing  Branch  of  any  pending  program,  and  concur- 
rently with  the  development  of  the  program  and  the  drafting  of  a  memorandum 
outlining  the  supplemental  program  as  required  by  the  General  Section  32 
Docket,  a  plan  of  distribution  will  be  drawn  up  by  the  commodity  branch  and 
approved  by  the  Custody  and  Disposition  Division.     This  plan  shall  indicate 
the  amounts  of  commodities  to  be  donated  to  institutions,  the  amounts  to  be 
stored  pending  further  disposition,  the  amounts  to  be  delivered  for  process- 
ing,   and  any  other  avenues  for  disposing  of  the  purchases. 

The  Custody  and  Disposition  Division  shall  furnish  shipping  instructions  to 
the  field  purchase  representatives  ,  obtain  storage  space  and  arra.nge  for  pro- 
tective services  for  commodities  in  storage,  and  supply  other  tra.ffic  and 
shipping  services.    This  Division  shall  also  maintain  up-to-date  records  of 
commodities  in  transit  and  in  storage.     The  Custody  and  Disposition  Division 
shall  have  complete  responsibility  for  commodities  in  transit. 

Personnel  in  the  regional  and  field  offices  are  responsible  for  ca.rrying  out 
Section  32  progrcms  in  accordance  with  instructions  issued  by  the  commodity 
branch  concerned ^     In  order  to  keep  the  commodity  branch  concerned  fully  in- 
formed while  a  p^'irchase  program  is  in  operation,  the  x"'i^'''"'-ha-se  representative 
in  the  field,  at  the  close  of  each  day's  business,  F.hs.ll  address  a  wire  joint- 
ly to  the  chief  of  the  commodity  branch  concerned  and  to  the  Chief  of  Custody 
and  Disposition  Division,  which  shall  contain  all  necessary  details  of  the 
day's  purchases  and  shipments. 

Detailed  operating  procedures  are  outlined  in  the  Man-oal  of  Field  Operations 
for  Section  32  programs.    Other  procedures  will  be  issued  from  time  to  time. 

This  memorandiim  supersedes  the  unnumbered  memorandum  on  the  same  subject 
issued  June  16,  1943,  under  the  8ignaturg_af  Deputy  Director  S.  R.  Smith. 


Commodities:  distribution  of,  acquired  under  Serction  3: 


INDEX  ENTRIES 


(see  also  Procurement) 
Procurement;  Section  32 
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LiRscTOH's  Moa^mruo..  15  .  •     t,uhBENT  serial  record 

■   Supplemeat's.      ,     . ..  •  DEC  2  0  1943  -5^) 

Revision  1 

U.S. DEPARTMENT  OF  AGRICULTURE 

Distribution"  of  Commbdities  Ac qui re a "Under  Sectio 


The  responsibility  for  the  disposition  of  commoaities,  ac.quired  under  Section  38, 
which  was  assi^^ned  to  the  commoaity  branches' when  the  Civilian  Programs  Branch 
was  dissolved,  is  hereby  transferred  to  the  Civilian  Tood  Requirements  Branch. 
This  will  provide  a  central  point  at  v/hich  plans  and  policies  can  be  formulated 
fol"  the  uistribution  of  Section  38  commoaities  and  from  which  uniform  procedural 
ana  reportint^  requirements  can  be  prescribed  governing -donations  to  State  or  local 
welfare  aind  eaucational  agencies,  institutions,  and  community  food  preservation 
centers.  '  It  will  also  facilitate  the  use  of  the  School  Lunch  program  ana  the 
Community  Food  Preservation  program,  which  are  administered  through  that  Branch, 
as  outlets  for  commodities. 

Before  releasing  commoaities  from  government  inventories  for  donation  under 
Section  38,  full  appraisal  m^st  be  maae  by  the  commodity  branch  in  collaboration 
with  the  Civilian  Food  Requirements  Branch  of  the  possibilities  of  moving  the 
com.'noaity  tlirough  regular  trade '  channels .     Such  appraisal  shall  take  account  of 
the  following  factors,  among  others;     (a)  needs  for  the  commodity  in  regular  ais- 
tribution' channels;   (Tj)  needs» f  or  •  the  commodity  in  direct  aistribution  channels-; 
ana  (c)  the  fiscal  position  of  FSCC  in  aisposing  of  the  commodity  in  either  direct" 
distribution  channels  or  through  regular  commercial  channels.    The  facilities  of 
the  Civilian  Food  Distribution  Division  of  the  Civilian  Food  Requirements  Branch 
shoula  be  utilized  to  assist  in  locating  wholesale  and  other  distribution  outlets. 
If  the  appropriate  commoaity  branch,  the  Civilian  Food  Requirements  Branch  and  the 
Assistant  Deputy  Directdf"-' on  Procurement  determine  that  other  utilization  is  not 
feasible  ana  that  Section  33  distribution  is  desirable  and  practicable,  the 
commoaity  branch  shall  submit  to  the  Deputy  Director  on  Procurement  a  status  re- 
port showing  the  quantity  of  given  inventories  which  on  the  basis  of  program 
requirements  need  to  be  disposed  of  outside  of  program  channels,  together  with  a 
recommended  program  for  disposition  of  the  commodity.    The  Transportation  and 
Warehousing  Branch  will  be  notified  in  advance  by  the  comjnodity  branch  concerning 
inventory  items  in  excess  of  requirements  and  it  will  submit  to  the  Assistant 
Deputy  Director  on  Procurement  a  report  of  such  items  showing,   (1)  quantity  and 
location  of  the  commodity,  (8)  information  with  respect  to  the  quality,  conaition 
and  suitability  of  the  commodity  for  human  consumption,  (it  shall  be  the  respon- 
sibility of  the  Transportation  ana  Warehousing  Branch  to  seciire  any  necessary 
technical  aavice  or  service  from  the  appropriate  commoaity  branch  in  order  to 
supply  this  information),  and  (3)  information  regarding  the  condition  of  contain-* 
ers  ana  packages.    Each  comjaodity  branch  will  aavise  the  Assistant  Deputy  Director 
on  Procurejiient  ana  the  Civilian  Fooa  Requirements  Branch  of  the  official  who  will 
represent  the  branch  in  carrying  out  transfers  of  the  commodity  concerned.  The 
commoaity  branch  concerned  will  prepare  the  necessary  memorandum  for  the  Aomin- 
istrator  outlining  the  supplemental  program  as  requirea  by  the  General  Section  33 
Docket . 


The  Civilian  Fooa  Requirements  Branch,"  in  consultaticn  with  the  Regional  Directors, 
shall  aetermine  the  specific  outlets  to  be  usea  ana  shall  furnish  shipping  destin- 
ations to  the  Transpof tuition  and  Warehousing  Branch.    Shipments  shall  "be  made  and 
documented  by  the  regional  oiX ^ces  ^as.-  dir.ectaa  by  - the  .  Transportation  ana  Ware- 
housing Branch.    The  Transporta'tidn  and  Warehousing  Branch  will  maintain  up-to-date 
records  on  the  location  of  all  commoaities,  will  have  full  responsibility  for 
commoaities  in  transit  and  will  supply  other  traffic  ana  shipping  services  as 
necessary. 

With  I'espect  to  commodities 'putchas-ed  under  the  Administration's  price  support  and 
market  stabilization  programs,  the  commodity  branch  shall  notify,  by  memoranda, 
the  Civilian  Food  Requirements  Branch  and  the •  Transportation  and  Warehousing  Brar.ch 
of  such  proposed  programs.    In  developing  purchase  pirograjms,  the  comnoaity  branch 
shall  request  inf orraat-ioh  from  the  Civilian  Pood  Requirements  Branch  as  to  the 
volume  of  a  cornmo.aity  that  can  be  handled  through  direct  distribution  outlets. 
The  commodity  branch  will  also  tl*ansmit  to  Civilian  .Food  Requirements  'Branch  and 
Transporta-tipn  and  Warehousing  Branch' copies  ,of-  all.  purchase  authorizations  at  the 
same  t.we  t-hey:  are  released  to  field' off  ices  authorizing  purchase  ■  action.  Per- 
sonnel in  the- _  regional  and' field  of  flees  are  responsible  for  carrying  out  Section 
33  programs  in  accordance  with  the  ^iroce dure s  outlined  in  the  Manual'  of  Field- 
Purchase  Operations..  . 

The  Civilian  Food  Requirements  Branch  will  issue  detailed  instructions  regarding 
agencies  or  organizations  el-igible  to  receive  copimoaities ,,  agreements  to  be 
negotiated  .with  such  agencies,  distribution  -  rates,  disposition  ^f  salvage  container' 
funas,  ais-tribution  report's'  to  be '■submittea,  ana  related  matters.    It  will  also 
maintain  the  necessary  control  records  on  direct  dlptribution  activities. 

This  memorandum  supersedes- Director '  s  Memorandum  No.  15»  Supplement  9,  lissued  ' 
September  8,  1943.         .   ■  .  -  '- 


INDEX  ENTRIES: 

Commodities:  Distribution  of,  acquired  unaer  Section  33  (see  also  Procurement) 
Procurement;  S.e;Ction  33:  Commodities,  distribution  of  - 
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WAR  K)OD  ADMIITISTBATION 
Food  Distribution  Administration 
Washington  25,  D.  C. 

September  13,  1943 

DIRECTOR'S  MEMORANDUM  NO.  15 
Supplement  10  . 

General  Commodities  Purchase  Program 

In  accordance  with  the  policy  established  by  Director's  (Administrator's) 
Memorand\im  No.  2,  Supplement  Q,,  placing  full  responsibility  at  the  branch 
level  for  procurement  operations,  I  have  delegated  the  authority,  effective 
July  5,  1943,  to  conduct  the  General  Commodities  Purchase  Program  to  the 
commodity  branches  and  to  the  Transportation  and  Warehousing  Branch. 

Basic  GGP  authorizations  shall  be  prepared  as  in  the  past  for  commodities 
not  heretofore  procured.  The  practice  of  preparing  supplemental  GCP 
authorizations,  however,  sh^ll  be  discontinued  and  purchases  shall  be  ma.de 
in  accordance  with  the  following  provisions? 

DUTIES  AND  RESPONSIBILITiES;     Subject  to  such  directions  as  I  or  the 
Acting  Director  may  from  time  to  time  issue,  the  agents  pjid  their  delegates 
as  may  be  approved  by  the  said  Director,  are  hereby  authorized  as  agents  in 
their  respective  fields  to  enter  into  contracts  upon  a  negotiated  or  other 
basis  for  procurement  by  purchase,  exchange,  or  by  other  means,  and  the 
processing  of  agricultural  commodities  and  products  thereof,  ajid  food  pro- 
ducts and  concentrates,  and  any  and  all  other  com.modities  as  shall  be 
approved  by  the  Commodity  Credit  Corporation  and  purchased  by  the  Eood 
Distribution  Administration  in  its  capacity  as  purchaser  for  the  United 
States  Government  or  any  of  its  agencies ,  to  be  supplied  to  the  various 
agencies  and  program.s  specified  herein  under  the  paragraph  entitled  "Dis- 
position," and  for  tranoporting  and  disposing  thereof,  including  contracts 
for  the  lease  of  space  and  for  services  in  connection  with  the  protection 
of  inventories,  upon  such  terms  and  conditions  as  are  deemed  advisable, 
and  to  perform  such  duties  and  exercise  such  authority  as  s,re  necessar5'-  to 
carry  out  the  purposes  of  the  program. 

PERIOD  07  OPER^ITIONS;     From  July  5,  1943  \intil  further  notice. 

GRADES  AND  SPEC  I  EI  CATIONS;     Commodities  purch^.sed  shall  meet  the  grades 
and  Specifications  specified  in  the  contracts  of  purchase. 

INSPECTION;     Commodities  purchased  under  this  program  shall  be  inspected 
by  representatives  of  the  Food  Distribution  Administration  or  by  an  agency 
designated  by  or  under  the  supervision  of  that  Administration,  except  (a) 
that  no  inspection  certificate  shall  be  required  for  purcliases  made  from  th 
U.  S.  Army  Q.M.C. ,  and  (b)  inspection  may  be  waived  at  the  discretion  of 
the  branch  chief. 

BASIC  NUMBERS;    A  basic  GCP  -  number  shall  be  given  to  each  commodity  or 
class  of  commodities  purchased  under  this  program.    Assignment  of  numbers 
will  be  made  by  Program  Services  Division  of  Program  Liaison.    All  approved 
basic  numbers  now  in  existence  shall  remain  in  effect  for  those  commodities 
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already  authorized  and  any  new  connodity  shall  "be  assigned  a  new  basic 
nun"ber,  v/hich  nuinlier  shall  be  reported  to  the  Con'aodity  Credit  Corpora- 
tion together  with  the  unit  of  purchase  and  the  date  of  assignment  by 
Program  Services  Division, 

DISPOSITION;     Conmodities  acquired  under  this  program  ziey  be  stored  and  held 
for  disposition  as  follows; 

1,  Direct  sales  to  commercial  btiyers ,  Red  Cross,  or  foreign 

governments. 

2,  Transfer  on  a  reimbursable  basis  to  other  agencies  of  the 

United  States . 

3,  Transfer  on  a  reimbursable  basis  to  Defense  Aid  Progra^ms 

Section  40  Programs,  Territorial  2mergency  Program, 
Caribbean  Emergency  Program,  Section  32  Programs. 

Sales  prices  shall  be  those  determined  in  accordance  with  prescribed  policies 
and  procedures  a,nd  approved  by  the  Deputy  Director  v/ho  coordinates  procurement 
activities, 

EXPBIsfDITUFJlS;     Expenditures  in  connection  with  this  program  shall  be 
made  from  the  funds  made  available  by  the  Corr.modity  Credit  Corporation, 
and  may  inclu.de  costs  of  purchasing,  exchanging,  processing,  distributing, 
disposing  of,  transporting,  storing,  handling,  inspecting,  or  any 
charges  incidental  thereto,  except  administrative  expenses,  and  shall 
be  made  after  the  exercise  of  administrative  discretion  with  respect  to 
those  provisions  of  existing  law  otherwise  governing  the  expenditure  of 
such  funds. 


Director 


BTDSX  ENTRIES; 

General  Commodities  Purcha.se  Program,  (see  also  Procuremient) 
Procurement:     G-eneral  Commodities  Purchase  Program. 

(Correction:  Director's  Memorandum  56,  Revision  1,  should  have  specified 
that  Director's  Memorandum  55  is  superseded,.) 
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!7AH  FOOD  ADIHITISTRATION 
Food  Distribution  Administration 

•Washington  25,  D.  C.  j  CURRENT  St 

December  8.  2  0  19^3 

DIRECTOR.  S  lS.10PJQTDm.l  NO.  15  .      o,p,,,„,,,  .. 


Supplement  11 

Management  of  FDA-O^vned  Inventories 

Tne  Deputy  Director  for  Procurement  Activities  is  responsible  for  the  ovor-all 
direction  of  FDA-owned  inventories;  the  commodity  branches  are  responsible  for 
th?  actual  K?Jis,^;ement  of  their  respective  inventories;  and  the  Transportation 
and  7arehousinc  Branch  is  responsible,  in  connection  "dth  inventory  management, 
for  furnishing  current  information  on  the  location,  quantity,  end  condition  of 
commodities  in  storage.     The  purpose  of  this  memorandum  is  to  delineate  the 
ojjerating  responsibilities  of  tne  commodity  branches  and  the  Transportation 
and  Warehousing  Branch  in  the  mrnageraent  of  these  inventories. 


Responsibilities  of  the  Transportation  and  'Ta.rehousing  Branch 

Although  tne  coivunodity  branches  h-ve  primary  responsibility  for  the  management 
of  their  inventories,  the  Transportation  and  Warehousing  Branch  shall  perform 
the  following  services  in  maintaining  FDA  inventories  in  proper  condition: 

(1)  Obtain  suitable  storage  facilities, 

(2)  Ship  comr-.odities  to  and  from  storage. 

(3)  Move  inventories  on. a  first-in,  first-out  basis, 

(4)  Conduct  periodic  inspections  of  storage  facilities  and  commodities  in 
storage,  and  report  promptly  to  the  commodity  branches  products  fo\ind  to 
be  out  of  condition  or  deteriorating;  where  the  Transportation  and  Ware- 
housing Branch  has  any  reason  to  believe  conmodities  are  going  out  of 
condition  or  deteriorating  bet".'een  inspections,  it  should  notify  the 
comnodity  branch  so  that  appropriate  action  will  be  promptly  tal^en. 

The  Transportation  and  Warehousing  Branch  may  call  upon  the  appropriate 
commodity  branch  to  make  commodity  quality  or  condition  inspections  to 
supplem.ent  the  information  obtained  by  the  warehouse  examiners.  These 
inspections  may  be  based  on  visits  "by  co.-nodity  branch  inspectors  or  on 
.samples  no.d.e  available  to  tne  commodity  branch  by  the  Transportation  ajid 
Warehousing  examiners.    '-Then  the  commodity  branch  inspectors  make  these 
inspections,  they  shall  act  for,  and  on  behalf  of  the  Transportation  and 
Warehousing  Branch,  inspecting  only  those  lots  which  have  been  designated 
and  transmitting  a  report  to  the  Transportation  and  Warehousing  Branch, 

(5)  Carry  out  necessary  re-packaging  ajid  recoopering  of  original  packages 
when  the  products  contained  therein  are  not  out  of  condition, 

(6)  Plan  and  execute  salvage  sales  in  accord.ance  with  recommendations  made 
by  the  coni;iodity  branch. 

(7)  Maintain  accurate  and  up-to-date  inventory  records  and  furnish  period.ic 
reports  to  the  commodity  branches  on  the  quantity  in  inventory,  tile  age 
of  the  lots,  and  the  location. 


1 
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Responsitillties  of  Connodity  Branches 

Commodity  orenches  are  responsible  for  ? scert^^ining  thrt  inventories  are  ?de-  j| 
quate  "but  not  excessive.     If,  in  the  3.ight  of  kno^m  supply  requirements,  stocks  I 
of  given  coi-omodities  are  excessive,  or  if  there  is  no  longer  a  program  reox-ive-  [ 
ment,  the  co;:nodity  "branches  shall  prepare  and  execute  plans  to  effect  tne 
necessary  inventory  adjustments,  clearing  nptt'^rs  of  policy  Tvith  the  Deputy 
Director  for  Procurement  Activities.    Flans  for  releasing  commodities  for  donat-ic 
under  Section  -^ti  shall  "be  mede  jointly  vith  the  Civilian  Food  Requirements 
Branch  p,nd  approved  "by  the  Assistant  Deputy  Director  for  Procurement  Activities, 

Upon  applica.tion  of  tne  Transportation  and  7arehousing  Sranch,  the  commodity 
"branch  T,7ill  inspect  for  class,  quality,  grpde,  and  condition  and  report  to 
the  Transportation  and  Tare'housing  Branch. 

Then  commodity  oranches  are  notified  of  products  found  to  "be  out  of  condition 
or  deteriorating,  they  shall: 

(1)  Zxs;..iine  the  product,  performing  siich  reconditioning  as  is  necessary, 

(2)  Separate  the  lot  ^^hen  feasi"ble  into  three  categories  -  the  part 
suita'ble  to  remain  in  inventory,  t'he  part  of  no  value  and  to  "be 
destroyed,  and  the  part  recocmiended  for  salvage  sales. 

(3)  Report  to  the  Transportation  and  'Warehousing  Branch  their  recomraenda- 
tions  for  its  disposition. 

Commoditj''  "branche?  shall  not  make  inspections  of  commodities  in  storage,  except 
^"'hen  aut'norized  oy  the  Transportation  and  'Warehousing  Branch.     Commodity  "bran- 
cfies,  no^-'ever,  s'nall  continue  to  be  responsi"ble  for  inspection  of  commodities 
stored  a.t  the  ITe^vark  Tide-mter  Terminal,  Newark,  New  Jersey;  at  Pier  D,  3rie 
Railroad,  7ee'na.^7ken ,  New  Jersey,  and  at  the  G-reat  Lakes  Transit  Company  at 
Buffalo,  Ne^'^  York. 

Responsi"bilitie s  of  the  Inventory  Revie^-'  C ommi t tee 

There  is  nere'by  esta"blis'hed  the  Inventory  Revie'^''  Committee,  composed  of  t-ie 
Assistant  Deputy  Director  for  Procurement  Activities  as  Chairmaii,, and  represent-atives 
of .  the  chiefs  of  fine  Program  Liaison,  the  Transportation  and  Warehousing  Bra;ich,  the 
Civilian  Pood  Reqv.irements  Branch,  and  others  as  may  "be  named  "by  the  Director, 
Representa.tives  of  the  Chief  of  a  commodity  "branch  shall  "be  a  mem"ber  of  the 
Committee  while  its  commodities  are  under  consideration.     This  Corap.iittee  snaJl 
assist  the  Deputy  Director  for  procurement  Activities  in  carrying  cut  his 
functions  pursuant  to  this  memorandum,  end.  sucn  other  duties  and  responsi'oili- 
ties  as  the  Deputy  Director  may  assign  in  connection  with  inventory  management. 

As  of  the  first  of  each  calendar  month,  the  Chief  of  the  Transportation  and 
^Warehousing  Branch  shall  report  to  The  chairman  of  the  Inventory  Review  Com- 
mittee and  to  eacxi  commodity  "branc'n  t"ne  identity  and  quantity  of  each  commodity 
t"nat  has  "been  stored  as  long  as  the  safe  maximum  period.    7ithin  one  week 
following  the  receipt  of  this  report  each  coanodity  "branch  chief  shall  report 
to  the  Inventory  Revie"'  Committee  the  use  to  "be  made  of  each  reported  item. 
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During  the  first  nonth  in  each  calendar  quarter,  eech  comnodity  "branch  chief 
shall  report  to  the  Chairman  of  the  Inventory  Reviev.'  Coranittee  the  identity 
and  quajitity  of  each  commodity  that  should  be  sold  into  domestic  trade  channels 
during  the  next  follo'Ting  calendar  quarter. 

Tne  Inventor:/'  Review  Committee  shall  promptly  review  each  monthly  report  made 
by  the  Cnief  of  the  Transportation  and  7arehousing  Branch  and  each  quarterly 
and  monthly  report  of  the  several  commodity  branches  and  shall  make  recor.imenda- 
tions  for  action,  at  its  discretion,  to  the  commodity  branches  and  to  the 
Deputy  Director, 


)|i))cHiiK)|i)|ci|i>|ia|i)H)|i)ti 


This  meinorajidun  supersedes  Director's  Memorandum  ITo.  15,  Supplement  D,  Revision 
1,  Director's  Memorandum  Ho,  36,  and  Director's  I'emoraMum  ]:?o.36,  Supplement  1, 
All  other  mer.orpnda  in  connection  '"ith  the  provisions  of  this  menorand"am  a-re 
superseded  to  the  extent  of  such  conflicts. 


Di rector 


IITDEX  31"TRI3S: 

Committees;  Inventory  Revie'v  Comnittee  (see  also  Procurement) 
Procurenent:    Inspection  of  stored  commodities 

Inventory  Management ,  responsibility  for 

Inventory  Revie^r  Comj"nittee 

Repackaging  and  Reconditioning 

Salvage  Sales  (see  also  Sales) 
Sales:  Salvage,  responsibility  for  planning  and  execution  of 
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\IKR  FOOD  AMINISTHATION 
Office  of  Distribution 
Washington  25,  D.  G. 


June  5,  1944, 


DIRECTOR'S  i'.iSMOSANnJM  NO.  15 
Supplement  11 
Amendment  1 
Abolishment  of  Inventory  Review  Committee 


The  Inventory  Review  Committee  as  established  pursuant 
to  Director' s  Memorandum  No.  15,   Supplement  No.  11,  is 
hereby  abolished.     The  functions  previously  performed 
by  this  committee  are  being  expanded  and  assigned  to  an 
Inventory  Control  Committee  which  is  being  established 
in  the  office  of  the  Deputy  Director  for  Supply. 


INDEX  ENTRIES: 
Committees: 

Inventory  Review  Committee 
Procurement 

Inventory  Review  Committee 
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WAR  rOOL  ADMU'ISTRATION 
Office  of  Distribution- 
V/ashington  25,  B.  C. 


Novem"ber  18,  1944 


DIESCTOR'S  L'3:0SAIv'DUI.I  1^0.  15 


Supplement  12 


Procedure  for  import  Operations 


A.  aUTHOEITISS  Al-iD  HESPOiJSIBiLITIES 

Under  Executive  Order  No.  9280,  as-  supplemented  "by  Executive  Order  No. 
9334,  the  Afcinistrator  has  the  responsibility  of  formulating  and  carry- 
ing out  progL-ams  designed*  to  f'ornish  adeqi"jite  supplies  of  food  to  the 
United  Sta-U.-s  (this  includes  f-jv/ers  conferred  on  the  president  by  Title 
III  of  the  So-iond  i/ar  ".•.'ov/ers  Act-,  insofar  as  they  relate  to  priority 
and  allocation  of.  food;, 

3y  Executive  Ordor  No.  S385,  the  Administrator  is-  empowered  to  issue 
directives  to  the.  ;?oreign  Economic  Administration,  relating  to  food  pro- 
curement in  foreign  co^JTitries  for  importation  into,  the  United  States, - 

3y  Executive  Order  Ho.  9392,  the  Administrator  is  designated  the  United 
States  I!emb.-r  of  the  Combined  ITood  Board.    By  participating  in  actions 
of  the  Board,-  the  Administrator  expresses  the  viev;s  of  the  United  States 
regarding  supplies  and  reqvi.irements  and  approves  actions  allocating 
foreign  strategic  food  supplies  to  the  United  States. 

B.  OPEHATIOKS 

T     ■  t 

1.     Inter-Agency  Food  Importation  Committee 


The  Administrator  has  established  the  Inter-Agency  Food  Importation 
Committee  (Administrator's  Hemorandum  l-Io.  27,  Supplement  4,  Amend- 
ment 3),  the  Chairman  of  v;hich,  in  consultation  with  the  members, 
determines  food  import  requirements,  so-orces  of  supply,  and  method 
of  importation,  and  makes  recorrmiendations  thereon  to  the  Administrator, 
The  Committee  is  composed  of  represe.-.tat ives  of  the  Offices  of  Distri- 
bution, Transportation,  Production,  and  Foreign' Agricultural  Relations, 
and  the  Commodity  Credit  Corporation,  as  v/ell  as  outside  government 
agencies  concerned  with  food  importation. 

The  Committee  considers  and  makes  recommendations  as  to  the  necessity 


a.  Adding  or  removing  foods  subject  to  control  by  the  import  control 
order,  VfFO-63  (approved  November  8,  1944,  and  effective  November  13, 
1944).    In  making  such  recommendation,  the  Committee  must  take  into 
consideration  the  following  criteria  v/ith  respect  to  the  particular 
food: 


for: 


1.  'rnether  the  food  is  under  Com"bined  Pood  Board 
allocation. 

2.  Pro  cur  era  ent  and/or  importation  of  the  Commodity 
v;ill  materially  interfere  with  the  procurement 
and/or  importation  of  some  commodity  of  more 
strategic  importance. 

3.  \fnether  the  commodity  is  under  ?ublic  Purchase, 

4.  AvailaTDility  of  shipping  space  for  the  importation 
of  the  commodity, 

b.  Public  Purchase  of  food.     If  it  is  considered  advisable, 
a  directive  to  the  Foreign  Economic  Administration  for 
the  procurement  of  the  commodity  is  prepared  for  signa- 
ture of  the  Administrator,     If  the  comodity  involved 

is  "food  for  industrial  uses,"  pursuant  to  Executive 
Order  No.  9385,  the  signatiore  of  the  Chairman  of  the 
War  production  Board  is  also  obtained, 

c.  Establishing  sources  of  supply,  shipping  quotas  and 
priority  ratings  (with  the  taiowledge  of  Combined  Food 
Board  allocations  and  War  Production  Board  shipping 
requirements) , 

Procurement  and  price  Support  Branch  (import  Division) 

The  Assistant  Deputy  Director  for  Supply,  Otie  H.  Reed,  who  is 
Chairman  of  the  Inter-Agency  Food  Importation  Comr.ittee,  has 
designated  the  Chief  of  the  Import  Division  as  Vice  Chairman, 
and  an  employee  of  that-  Division  as  Executive  Secretary.  In 
conformity  with  such  delegation  of  authority,  the  Import 
•Division  shall  provide  the  following  assistance  to  the  Chairman 
in  discharging  responsibilities  set  forth  in  the  Administrator's 
Memorandum  No.  27,  Supplement  4,  Amcndient  3: 

a.  Channel  recommendations  pertaining  to  quotas,  priorities 

and  directives  to  the  Inter-Agency  Food  Importation  Committee. 

b.  Prepare  directives  to  the  Foreign  Economic  Administration. 

c.  Prepare  recommendations  to  the  Interdepartmental  Shipping 
priorities  Advisory  Cominittee  on  shipping  quotas  and  ship- 
ping priorities  to  be  established, 

d.  Assist  in  working  out  the  month-to-nonth  scheduling  with 
the  War  Shipping  Administration. 
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e.     The  Import  Division  shall  also  perform  the  following  services 
in  conjunction  with  WFO-63: 

1.  Assenhle  list?  of  importers  and  their  historical  records. 

2.  Initiate  dockets  for  amenament  of  import  control  order 
ViTFO-dS,  and  listings. 

3.  Act  as  point  of  clearance  with  the  \var  Production  Board 
in  the  event  any  interest  should  develop  on  their  part 
in  the  ifliportation  of  any  commodity- for  industrial  use.. 

4.  Act  as  V/FA  point  of  entry  and  exit  on  applications  for 
authorization  to  import,  import  records,  and  other  cor- 
respondence in  connection  with  food  imports;  numher, 
case,  and  forwari  applications  to  commodity  branch; 

and  receive  commodity  branch  recommendations  and  pre- 
pare authorizations  or  letters  of  denial* 

5.  Compile  and  maintain  records  on  authorizations. 

6.  Prepa,re  periodic  reports  on  applications  processed  and 
action  takon,  and  statistical  reports  of  import  ■.performance . 

7.  Determine  compliance  and,  with  concurrence  of  commodity 
branch,  recommend  to  the  Compliance  Branch  action  for 
willful  violation  of  import  controls, 

8.  Review  unused  authorizations  for  reallocation  to  meet 
quotas, 

9.  Submit  such  other  reports  on  operations  as  may  be  required 
by  the  Chairman, 

3,     Commodity  Branch  Authority  and  Responsibilities 

a.  Recommends  through  the  Import  Division  to  the  Inter-Agency 
Pood  Importation  Committee  action  on;  quotas,  priorities, 
method  and  period  of  procurement, 

b.  On  foods  subject  to  import  control  order,  WFO-63: 

1.  Drafts  and  submits  through  the  Import  Division,  for 
approval  of  the  Chairman  of  the  Inter-Agency  Food 
Importation  Committee,  a  general  plan  under  which 
applications  will  be  acted  on  during  a  specified 
period  for  commodities  under  the  jurisdiction  of 
the  respective  commodity  branch, 

2.  Recommends  to  the  WFO-63  Order  Administrator  specific 
action  (approval  or  denial)  on  applications  pursuant 
to  approved  general  plan. 


3.  Receives  petitions  for  relief  from  hardship  and  recom- 
mends to  the  Import  Division  action  thereon.     If  the 
action  requested  in  the  petition  is  a  departure  from 
the  plan  approved  "by  the  Chairman  of  the  Inter-Agency 
Food  Importation  Committee,  such  case  is  referred  to 
him  for  settlement,  subject  to  reviev/  "by  the  Director, 

4.  Aids  Imjport  Division  in  analyses  of  compliance  and 
concurs  in  or  disapproves  reconmendation  for  compliance 
action, 

5.  Cooperates  with  Import  Division  as  required  in  compilation 
of  records. 

This  memorandum  supersedes  Director's  Kemorand-um  No.  15,  Supplement  4,  and 
Director's  Memorandum  iJTo .  15,  Supplement  4,  Amendment  1, 

Director 

lEDEX  SNTEISS: 
Procurement 
Importation 
Authorities 

Inter-agency  Food  Importation  Committee 
pesponsibilities 
Committees 

Inter-agency  Food  Importation 
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WAR  FOOD  ADMIiaSTHA.TION 
Office  of  Distribution 
Washington  25,  D.C. 


No venter  23,  1944 


DI EEC TOR'S  MEMORANDUM  NO.  15 


Supplenent  13 


Use  and  Authority  for  Issuance  of  "Orders  for  Serviaes 


I ,    Purpose  of  "Order  for  Services 


An  "Order  for  Services"  (Form  FDA-1)  is  an  order  issued  under  emerygpncy  <• 
conditions  by  an  authorized  official  of  the  Office  of  Distribution, 
acting  on  behalf  of  the  War  Food  Administrator  or  as  agent  of  the 
Conmodity  Credit  Corporation,  to  furnish  services  and  such  materials 
as  nay  be  required  in  furnishing  these  services.  In  no  case  should 
an  "Order  for  Services"  be  issued  where  it  is  feasible  to  procure  the 
same  services  and  materials  through  the- use  of  a  standard  contract, 

II.  Authority  to  Issue  and  Approve  "Orders  for  Services" 
A.    Authority  to  Issue 

"Orders  for  Services"  nay  be  issued  \y  officials  to  whon  such 
authority  is  delegated  by  the  Director  of  Distribution  in  his 
capacity  as  Vice  President  of  the  Conmodity  Credit  Corporation 
or  as  a  representative  of  the  War  Food  Administrator,  Copies 
of  such  delegation  of  authority  must  be  filed  with  the  Treasurer 
of  the  Commodity  Credit  Corporation,  and  the  Finance  Division  of 
Office  of  Distribution  in  Washington. 

-.Administrative  Approval  7?here  Cost  of  Services  Exceeds  $300 

Where;  the  cost  of  the  services  exceeds  $300  the  "Order  for  Services 
must  be  approved  by  signature  or  by  wire  by  one.  of  the  following: 

1.  The  Deputy  or  Assistant  Deputy  Director  for  Supply. 

2.  The  Chiefs  or  Assistant  Chiefs  of  the  Shipping  and  Storage  or 
Procuretient  and  Price  Support  Branches. 

3.  Such  Chiefs  or  Assistant  Chiefs  of  the  regional  offices  of 
the  Shipping  and  Storage  or  Procurement  and  Price  Support 
Branches  as  are  specifically  delegated  authori-cy  by  their 
respective  Branch  Chiefs,  In  no  case  shall  such  delegated 
authority  to  approve  "Orders  for  Services"  exceed  $1,000. 
Copies  of  such  Delegation  of  Authority  must  be  filed  with 
the  Finance  Division  in  Washington, 

C    £P5ponsi>ility  for  Legal  Clearaj^ce 


Bae  Chiefs  of  the  Shipping  and  Storage  and  Procurement  and  Price 
Support  Branches  shall  '^e  r^cponsible  for  clearance,  where 
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necessary,  of  "Orders  for  Services"  with  the  Office  of  the 
Solicitor  or  the  Regional  Attorney,  incl'dding  a  determination 
as  to  compliance  with  jjrovisions  of  the  '^alsh-Hsaley  Act  vrhere 
the  cost  exceeds  $10,000. 

Ill .    Conditions  Under  Which  "Orders  for  Services"  May  be  Issued 

A.  When  an  emergency  precludes  the  soliciting  of  "bids; 

B.  When  there  is  no  existing  contract  under  which  the  services 
could  be  performed; 

C.  V^hen  it  is  not  feasible  to  amend  an  existing  contract;  and 

D.  When  the  performance  of  the  function  is  a  "one-time"  matter. 

IV .    Conditions  Under  V/hich  "Orders  for  Services"  May  ITot  be  Issued 

A.    To  buy,  sell,  or  process  commodities; 
3.     To  contract  for  storage  space;  or 

C.     To  contract  for  a  service,  the  performance  of  which  is  a 

continuing  function  (for  example,  periodic  "turning"  of  cases 
of  evaporated  milk) . 

V.    Numbering  of  "Orders  for  Services" 

A.     "Orders  for  Services"  shall  contain  either  an  Order  for  Services 
number,  or  a  contract  number.    Branches  and  regional  offices 
shall  obtain  blocks  of  "Orders  for  Services"  and  contract  numbers 
from  the  Contract  Development  Section  of  the  Procurement  and 
Price  Sutiport  Branch.  '  The  following  criteria  shall  be  used  in 
applying  these  numbers: 

1.  Order  for  Services  numbers  shall  be  used  vrhen  the  value  of 
the  services  to  be  performed  does  not  equal  or  exceed 
$2,000;  and 

2.  Contract  numbers  shall  be  used  on  Orders  for  Services  when 
the  value  of  services  equals  or  exceeds  $3,000. 

VI .    Preparation  and  Distribution  of  "Orders  for  Services" 

"Orders  for  Services"  shall  be  -prepared  in  an  original  and  5  copies 
and  aistributed  in  accordance  with  the  instructions  on  the  -orinted 
copies. 

This  memorandum  supersedes  Section  3  of  Director's  Memorandum  No.  15,  Sup"lp- 
ment  2. 

Director 

Pending  receipt  of  Term  IDA-l ,  "Order  for  Services,"  dated  11-18-44,  which  is 
now  being  printed,  all  persons  issuing  such  orders  are  authorised  to  use  the 
present  Form  5DA-1  marked  "(Superseding  SMil-211)." 

INDEX  ENTRY: 

Procurement  ^  . 

Orders  for  Services,  Form  FDA-1 
B-629 
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•J2-IT3I5  STA.1SS  I33PAitZ.2NT  0?  A&EICULT'UIS 
A^icviltural  Ifarkoting  iidnir.istro-tion 
'wr.sliingtor. ,  B.  C. 


Uovem'ber  15,  1942 


iiDi.IIi\'ISTEA.TOE'S  IGHCBiUyDuIi  NO.  15 
Supplement  C 

Official  2itle  of  th3  Govornmcnt  ?"arch.asing  CoEimission 
of  tho  Soviet  Union  in  the  ".3. A. 


The  Soviet  representatives  have  advised  that  their  official 
title  is  "The  G-overnment  Purchasing  Coimnission  of  the  Soviet 
Union  in  the  U.S.A."    Please  use  this  title  in  all  correspon- 
dence and  in  all  official  docanents  instead  of  "The  Soviet 
G-ovcrr^nent  Purchasing  Coirmission"  v/hich  has  "been  used  'ontil 
now. 
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UlUTSD  STA?3S  DEPA^LTia^T  0?  AGHI CULTUBE 
Food  Distribution  Administration 
Washington,  D,  C, 

January  14,  1943 

DIESCTOR'S  MSMOHAITDUI'I  ITO.  15 
Supplement  D 

Revision  1 

Procedure  in  the  Pa'dcagins?;  or  Eepaclcaging  of  Commodities  Other  Than  Under  Stpjad- 
ard  P^archase  Conditions  Bxcept  for  Those  Commodities  Purchased  Under  Section  '^>2 

1,  Hepactiing  of  Commodities  Part  of  Wiiich  Have  Been  Subject  to  Dai:iiage. 

IT'ith  the  large  quantities  of  commodities  now  being  procured,  moved  and  stored 
by  JDA,  it  is  inevitable  that  occasional  da:.iage  may  occur  thro'Ogh  comraodities 
going  out  of  condition  or  through  mishaps  in  handling. 

^/henever  the  Transport3,tion  and  Warehousing  Branch  has  been  notified  of  such 
conditions  or  the  warehouse  inspectors  of  that  Branch  have  found  commodities 
out  of  condition,  the  Transpor t.\tion  and  "vferehoiising  Branch  shall  notify  the 
appropriate  com:nodity  branch  of  the  quantity  of  products  involved,  their  lo- 
cation end  approximate  condition.     Commodity  Branch  shall  then: 

1,  Ins'oect  the  commodities  and  determine  v/liat  action  is  needed  immediately 
to  protect  the  interests  of  the  G-oveniment. 

2,  Sort  and  repacka-ge  or  otherwise  recondition  the  coiomodity, 

3,  ITotify  Transportation  and  Warehousing  Branch  if  it  is  necessary  to  move 
the  commodity  to  another  warehouse. 

4,  Report  within  10  days  to  Transportcation  and  Warehousing  as  to  the  quan- 
tity of  each  lot  falling  '-dthin  each  category  ani  their  prox^er  identi- 
fication and  location  and  recommend  disposition  to  be  made  for  any  pro- 
ducts out  of  condition. 

2.  Repackaging  of  Stored  Commodities  to  Meet  Changed  Requirements. 

Whenever  it  becomes  necessary  to  repackage  commodities  held  in  storage  to  meet 
unavoidable  changes  in  requirements  of  missions  Ox-  agencies  served  by  the  TDk, 
it  shall  be  the  full  responsibility  of  the  commodity  brn."-ch  marring  the  origi- 
nal purchase  to  provide  for  the  repackaging.     The  Trans oortation  and  Ware- 
housing Braaach  shall  tal:e  the  necessary  steps  to  inform  the  com-'odity  branch 
as  to  the  location  of  the  products  and  malce  the  necessary  arrajigomciits  for  it 
to  have  -a.ccers  to  the  cominodi t;--  in  question. 


Combiniii;';  Several  Comraodi ties  in  One  Package  or  Pack. 

In  those  cases  in  v;hich  the  PDA  is  asked  to  provide  a  variety  of  products  all 
"placed  in  one  package  ready  for  shipment,   the  Specia.l  Commodities  Branch  shall 
ask  for  "bids  from  vendors  for  procuring  the  products  and  preparing  the  entire 
package.     If  it  seems  desiraole  to  release  to  the  vendor  any  such  commodities 
the  PDA  has  on  kand,   the  Special  Comraoditie^  Branch  should  malce  suitaole 
arraiigements  vri. th  the  appropriate  commodity  hranch.    Purchases  of  products  to 
go  to  -  some  agency,   such  as  the  Red  Cross,  which  may  assemhle  and  padc  its 
ovrn  products  v/ill  he  handled  in  the  usual  \vay. 


Director 
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Tl  1  B  R  AR  Y 

S\r::>pleinent  E  j  (;uRRF.^;T  SERIAL  RECORD 

Procedure  for  the  Use  of  Contract  Symbols  and  Serifcl 

Pursuant  to  existing  regulations  and  procedures  relating  thereto,  .an,cL ,  pj;^ ' 
in  ord-er  tliat  contracts  e-nd  agreements  heretofore  oij  hereafter  entered 
i:-.co  "by  the  various  branches,  divisions,  or  regional'-o^-f-ices  of  the  ' 
Agricultural  Marketing  Administration,  now  consolidated  into  the- Pood 
Distribution  Administration,  may  be  so  filed  as  to  be  readily'  available 
for  use  in  the  settleiaent  and  adjustment  of  accoujits  vmder  such  con- 
tracts or  agreements,  co.ritract  s-^nbols  have  been  established  in  accordance 
with  the ,  syst^ipm  freT-eJinaf ter  set  forth. 

The  follov;ing  detail  s'.-7nbols  were  ap;prov3d  by  the  G-eneral  Accounting 
Office  October  8,  1942,  for  use  by  the  Agricultural  Marketing  Adminis- 
tration in  connection  vdth  the  numbering  of  all  contracts  or  agreements. 
Since  the  G-eneral  Accounting  Office  has  not  yet  established  s;)mbols  for 
the  Pood  Distribution  Administration,  the  following  symbols  shall  be 
used  for  r>rograms  set  forth  .below  uiitil  such  time  as  PDA  symbols  are 
received; 

Agricultural  Marketing  Administration  Ama^ 
ITortheast  Region  Alma- 
Southern  Region  A2ma- 
Great  Lalces  Region  A3ma- 
Southw3st  Region  .  A4ma- 

Midwest  Region  A5ma- 
Rocky  Mountain  Region  A6ma- 
Pacific  Region  A7ma- 

Cooperative  -agreements  Araa(A)  — 

Caribbean  Stock  Pile  Prtgram  j!jna(C)- 

Market  Purchase  Program  Ama(M)- 

Red  Cross  ProgTam  iL'iia(R)- 

Pederal  Surplus  Coiriiodities  Corporation  PSC- 

General  Com:.iodity  Purchase  Program  rSC(p)- 

Ceirritorial  Emergency  Purcliase  Program  ■  PSC(H)- 

Dsfer-Be  *-id  Purchase  Program'  PSC(D)- 

Dv-ry  contract  or  agreement  required  to  be  nujnbsred,  either  involving 
the  receipt  or  e>r-enditure  of  -^cjid.s  aduinist  red  by  the  Agricultural 
Marketing  Adjninistration  or  incident  to  the  execution  of  functions  con- 
ducted by  the  Administration,  coLimencing  with  contracts  made  after 
Octobor  1,  1942,  or  th.^reaftar  as  soon  as  practicable,  vill  be  numbered 
in  accordance;  with  the  system  outlined  herein  which  v:ill  be  substituted 
for  tliat  nov;  in  use  by  the  various  branches  and  divisions. 
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4,  Effsctlve  Fe'bruar;'-  1,  1943,  the  Tiscal  Division,  'Washington,  D.  C.  shall 
"be  (a)  responsible  for  the  dev^lopnient  of  all  contract  synlDols;  ("b)  assign 
siich  symhols  to  the  aT~;)ropriGte  hrajttch  or  division  malcing  contracts; 

(c)  maintain  symbol  control  records.    In  addition,  when  proper,  the  Fiscal 
Division  sliall  also  assign  conti*act  synbols  and  serial  n-ambers  and  shall 
maintain  control  records  for  such  .s:'mbols  and  serial  numbers  assigned. 
Whenever  feasible  pi  contract  eiuibol  should  be  assigned  to  a  branch  or  divi- 
sion for  the  exclusive  usa  of  l^he  activity.    Serial  numbers  should  be 
assigned  in  blocks. 

Administrative  Services  Division  Mamoxanduju  ITo..  '6.^  dated  August  15,  1942, 
providing  for  the  development  of  contract  synbols  and  th3  numbering  of 
contracts  is  revoked.    Such  control  records  as  have  been  maintained  by 
the  Administrative  Services  Division  should  be  turned  over  to  the  Fiscal 

■  Division. 

5,  Continuing  contracts  for  Administrative  Expense Sj  such  as  those  for  util~ 
ities,  rentals,  etc.,  and  Cooparative  Aj^roeraents  or  Contract s^  with  States 
or  other  aj-;^encies,  etc.,  heretofore  entered  into  by  the  agencies  consoli- 
dated to  form  the  Agricultural  Marketing  Administration,  v/ill  continue  to 
be  identified  on  disbursement  vouchers,  correspondence,  etc.,  by  the  con- 
tract s^nnbol  and  number  originally  assigned  to  the  contract  or  agreement. 
In  connection  with  the  above  described  types  of  contracts  or  agreements, 

a  cut-off  date  relative  to  the  continued  use  of  the.  old  s^nribols  and  ntunbirs 
will  be  established  by  the  Fiscal  Division,  '.-fashington,  D.  C,,  and  the 
symbols  and  numbers  will  be  ciianged  as  of  that  date.    All  parties  to  the 
contracts  or  agreements  who  should  receive  notice  shall  be  informed  of 
such  changes . 

6,  Contracts  such  as  coinaiodit;.'  pvirchase  contracts,  diversion,  exoovt  c^id  Lend- 
lease  purchas3  and  facility  contracts  should  be  identified  by  the  previous- 
ly assigned  si-nnbol  and  serial  number  until,  contract  obligations  have  been 
fulfilled.    Accov^nts  for  settlen:ent  under  such  contracts  and  all  correspond- 
ence pertaining  thereto  should  refer  to  the  present  symbol  and  number. 

7,  Contracts,  agreements  and  documents,  of  wliatsoevar  character,  required  to  be 
numbered  in  connection  with  the  execution  of  the  fimctions  of  the  AgricJ-1- 
tural  Marketing  Adjcainistration;  when  the  a.ctivit7^  requires  centralized 
contract  issue  and  control  at  ^^ashington,  D.  C;  and  for  supplies  ojxd.  ser- 
vices for  the  branches  and  divisions  and  other  offices  at  Washington,  D.  C, 
shall  be  designated  by  the  symbol  "Aaa-",  except  contractual  documents 
essential  to  the  administration  of  functions  of  the  Federal  Surplus  Coiimodi- 
ties  Corporation  administered  by  the  Administration  v/hen  tho  symbol  "FSC-"^ 
shall  be  used.    The  Fiscal  Division,  Waahinpt^^n,  D.  C,  shall  siaia- 

tain  the  serial  number  control  register  for  these  s3n3bols  and  shall  assign 
all  serial  nu'iibers  to  the  contracting  offices  negotiating  or  accepting  con- 
tracts within  the  categories  mentioned  above,    VHienever  feasible,  serial 

■  numbers  shall  be  assigned  in  blocks. 

8,  The  series  of  contract  code  symbols  "Alma  through  A7ma"  have  been  approved 
as  the  regional  activity  location  identification  s^.rmbols  and  are  assigned  to 
the  regions  in  accordance  v.dth  the  schedvile  of  a^oprovsd  detail  5:Tnbols  set 
forth  in  paragraph  2  of  this  momorandum.    This  series  will  be- used  to 
designate  administrative  expense  contracts,  school  milk  agreements,  and 
declarations  of  exporters,  or  evidence  of  delivery  or  sale  for  export,  filed 
in  connection  viith  cotton  products  export  and  wheat  flour  programs  vrhon  such 
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documents  are  negotiated  and  accepted  either  in  the  field  or  at  Washington, 
D.  C.  bv  authorized  contrr.cting  officers  of  the  Administration.    All  such 
contracts  for  supplies  and  services,  whether'  formal  or  informal,  accepted  "b:, 
regional  contracting  officers,  shall  "be  assigned  the  contract  sTmhols  a;nd 
serial  numbers  of  the  respective  regional  offices.    Proposals  for  acceptance 
agreements,  etc.,  which  nruot  be  forwarded  to  v/ashington,  D.  C,  for  consider- 
ation and  a-cceptr.nce,  shall  not  be  assigned  regional  contract  s;733bols  and 
serial  numbers  prior  to  transmittal,    'fhan  proper,  the  appropriate  regional 
s^Tubols  and  serial  number*  will  be  assigned  to  the  documents  by  the  office 
of  the  contracting  officers  of  the  Administration  at  Washington,  D.  C. 
'•fhere  the  Department  of  Agriculture  or  the  Administration  has  centralized 
the  fiuictions  of  contract  issue  and  control,  .the  appropriate  symbols  and 
serial  numbers  of  the  contracting  officer  will  be  used.    The  r -^"ional  Fiscal 
Divisions  v;ill  be  responsible  for  the  maintenance  of  contrr.ct  serial  number 
control  registers  for  their  regions  and  for  the  assignment  of  contract  seria' 
numbers  to  the  appropriate  activity  executing  and  accepting  co:\tracts  and 
agreements  described  above.    Whenever  feasible,  serial  numbers  shrll  be 
assigned  in  blocks, 

9.    The  symbol  "AmaCA)-"  is  prescribed  and  v/ill  be  used  in  connection  vi-ith  cooi>* 
erativa  contracts  or  agreements  entered  into  by  the  contract  officers  of 
branches  or  divisions  of  the  Administration.    The  Fiscal  Division,  Washington 
D,  C,  shall  maintain  the  serial  numbsr  register  for  cooperative  contracts  oi 
agreomonts  and  shall  assign  all  serial  numbc;rs  to  the  activities  executing 
or  nego tip-ting  this  type  of  contract, 

10,    The  following  deta.il  s^iiibols  .v.dll  be  used  in  connection  vri.th  contracts 
entvired  into  by  approprir'.te  representatives  of  the  various  comiaodity 
branches,  eith  .r  in  Washin^^'ton  or  in  the  field,  v/ith  respect  to  proc-oremont 
ipro-rrjns  of  the  Administration: 


Caribbean  Stock  Pile  Program  Ama(C)-- 

Markot  Purchase  Program  (Section  32)  Ama(M)- 

Red  Cross  Program  (Section  40)  Ama(H)~ 

General  Con-:odity  Purchase  Progrnm  PSC(!P)~ 

Territorial  Bmergency  Purchase  Program  PSC(H)- 

Defense  Aid  Purchase  Program  rSC(D)- 


The  Program  Liaison  Division,  Washin£;ton,  D.  C.  shall  maintain  the  serial 
number  control  register  vjider  each  of  these  symbols  and  shall  allot  contract 
serial  numbers  under  the  detail  symbols  to  appropriate  activities  of  tha 
comiTiOdit;/"  branches,    'flienever  feasible,  serial  numbers  shall  be  assigned  in 
blocks.    The  various  com:aodity  branches  shall  be  responsible  for  the 
maintenance  of  contract  serisil  numb-f.r  registers  under  each  detail  s^nnbol 
assigned  for  their  use, 

11,  Vfhere  symbols  nov;  in  use  are  preceded  by  the  letters  "DA",  the  newly  assigaad 
syTabols  in  each  applicable  cas;e  v/ill  also  be  preceded  by  "DA", 

12,  Contracts  should  be  numbered  serially  under  each  authorized  s/inbol,  se;-)araterf 
therefrom  by  a  hjrphen,  co.iTnencing  with  numbar  "1"  and  continuing  in 
succession  v;ithout  reference  to  fiscal  year,    ''Hien  the  nvunbers  under  a 
symbol  reach  the  limit  of  five  digits  (S9999)  a  new  series  v.dll  be  used 
beginning  vdth  nuiaber  "1"  and  distinguished  by  the  use  of  the  capital  letter 
"A"  at  the  end  of  the  number.    Likewise  a-nj  additional  series  necessary  unde* 
the  same  Sj.rmbol  vdll  be  distinguished  by  succeeding  capital  letters  of  the 
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alphabet  as  inav  "be  reouired.    For  the  ^jurpose  of  visibility  in  handling, 
sorting  and  filing,  the  s'/mbol  and  serial  ^ntunber  should  "be  imprintod  on 
the  contract  in  the  upper  right  hand  comer  using  characters  and  digits 
ths-t  can  "be  readily  recognized. 


13,  Should  there  "be  a  need  fgr  revised  s^mbqls,  the  adoption  of  new  s?m"bols, 
or,  if  there  is  any  doi3.bt  as  to  the  contract  symbol  to  be  used,  requocts 
should  be  made  at  once  upon  tho  Hscal  Division  at  Vashington,  D.  C. 
'  for  the  proper  symbol. 


i rector 
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